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identify recommended competencies and skill areas for beginning .

workers:in accounting, business data processing, clerical accounting,
agd recordkeeping occupations. Each outline contains listings of
enabling,” terminal, and personal employability. competencies. Covered
‘in the accounting outline are accounting skill areas, establishing
records, busimess transactions, and’payrolls. The following topics -
are among those include®& in the sections qn"business data processing:
automated accounting, siness_calcglations, business systems, career
exploration, data en -progrxgning concepts and languagés, unit
records, computer cl ficatiofis and hardware, computer operations,
and software. ,Addres next dre variou$ aspects of clerical
accoPnting, including establishing records, calculating machines,

. ing accounts’, communication skills, care and maintenance of
office equipment, purchases and sales, reprographics, typewritjing,

tax reports, and mail procéssing. Following a discussion of *
recordkeeping fundamentals, personal and business tecords and filing -
‘are ‘discussed. A final outline provides’a survey of data- processing,
with attention to card input, .an overview of computers;’ business,-
society, and computers; and programming copcepts. (A related guide
covering business data processing competencies is available
‘separstely—--see note.) (MN) . s ‘
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FOREWORD \

Large increases in the number of employees needed’
for business and office occupations are projected
during the next decade. Business education iﬁ‘high schools
is the foundation of the program to prepare individuals for
these occupations.

This guide has been prepared to assist teachers with
the identification of research-based ccmpetencies. The use
of validated competencies will enable the teadher to prepare
students with appropriate competencies for the labor market.

\ ﬂ

All teachers are urged to exercise their creative
efforts to adapt and select content that is appropriate for
the nefds of students in their community.” .

; - Melvin H. Garner
Kdministrative Director of
Vocational and Adult Education
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to best meet the needs of students. Ccmpetency-
based, instruction requires clearly identified
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structional procedures to assist’each student to
achieve the competencies.

The Business Education Service Ls a part of
the Division of Vocational Education is,committed
‘to the goal of prdviding quality competency-based
*instruction in all business and office education
offerings. One of the strategies for achieving
this goal is the development of competency=-based
cqQurse outlines.
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This book includes course outlines for the
accounting, business-data progessing, clerical
accounting, and recordkeeping programs., Each.
outline identifies recommended competefcies for
. the offerings, first essential step in the
"implementation of\competency-based instruction.

. Development of these competency-based course
outlines has involved the time, effort, and talents
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Technical Education Center, Charlottesville

-

iv

-

DGEMENTS "
Leon Bailey, Virgimia Beach Vocational-Technical
School, Virginia Beach
_ Gordon Creasy, Virginia Department of Education,‘
Richmond
Kay Chesson, Bayside High Sohool, Virginia Beach
Joan Dunkum, Manchester High School, Richmond
Anne Haste, Lake Taylor High School, Norfolk
Rick L, Lauderback, Massanutten Vocational
Technical Center, Harrisonburg
Hortense Martin, George Washington High School
Danville ¥
Dematris Meador, Sa)em High School, Salem . \v
Karen Miller, Mount Vernon High School, Alexandria
Betty Moltz, Fauquier High School, Warrenton
Bettydo Parker, Dowell J. Howard Vocational
Ceriter, Winchester
Russell -Rose, Arlihgton Career Center, Arlington
Leila walker, Menchville High School, Newport News
Lois Wooton, Tidewater Community College,
Virginia Beach
Dr., James Wynne, Virgfnia Commonwealth University
Richmond .

L

-

~

>

A

[y

.Dr, Betty R, Ricks and Dr. B. June Schmidt are
acknowledged for their leadership of the task force.
They have also assumed_ responsibility for assembling
and editing this publication.

M~

N

Id

g

.Carl E. Jorgensen
State Supervisor
Business Education Service

il

PR

e




I3 . ¢ -
i ! ‘
/ A, | '
’ N *
" v o - ?
’ .
.

' . L INTRODUCTION ‘
) _ The course outlines contained in this book were - D. Content previously recommended by the Business
developed to assist business educators with the ’ T Education Service is appropriate for each
. implementation of competency-based instruction. s course.
" Essential skill areas and competenciesg for. beginning C _ .
workers in accounting, business ddta processing, E. Current instructional materialsg available for
clerical accounting, and recordkeeping occupations business and office education offerinbs.

are identified in the outlines. .
), 1 Catalog of Performance Objectives, Criterion-
Referenced Measures and Performance Guides:

Development of the Outlines

<\ ' - Bookkeeping/Accounting/Payroll Clerk. Montgggery
. Content included in the outlines is based on AL 36130: Department of Education, Division of
the following: t. . . Vocational Education, 1978.
- . / ‘
A. V-TECS catalogs for bookkeeping, accounting, and ZK Catalog of Performance Objectives, Criterion-
payroll clerk™ noted as BAPC in the outlines; for Referenced Measures and Performance Guides for
T—\\‘~\\\ data processing operations2 noted as DPO in the . Data Processing Operations. Atlanta, GA 30334:
. - . outlines; for programming operations3 noted.as P Georgia Department of Educatipn, Office of
in the outlines; and for secretarianﬁ stenographiJ Adult and Vocational Education, July 1875,
—_— typing and related occupations4 noted as SSWR in - ) - 2 ‘
the outlines. . . 3a Catalog.of Performance .Objectives, Criterion-
. Cf . T Referenced Measures and, Performance Guides for.
B. For the business data processing outlines, infor- Programmers. Atlanta, GA 30334: Georgia -
* mation contained in the guide Business Data . Department of _Education, Office of Adult and
’ e Processing, Program Competencies® as also used, Vocational Education. o
v . - This guide was developed from V-TEUS catalogs for e T T T
business data processing and from twp surveys 4A Catalog ‘of Performance Objectives, Criterion-
completed in Virginia. One of the surveys was of . Referenced Méasures and Performance Guides for
business data processing teachers to determine Secretarial, Stenographic, Typing, and Related
content of the curriculum at the-time and the Occupations. Richmond, VA 23216: Divisiop of
other was one of potential employers to determipe Vocational Education, Department of Education,
i job opportunities for business data processing ) July 197S. < -
T -graduates. ‘ . R
v

’ .t ‘sBusiness Data Processiné Program Competencies.
' C. Teacher input as to what is required of students I\ Bichmond, VA 23216: Division of Program
for initial employment and as to what can reason- _Services, Vocational Education, Department of
ably be expected of students. ‘ aEduqation, January 1979,

-
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- are intended as minimum, teachers may find

Content of the Outlines

‘ -
Each outline is composed of a course description,

’a listing of skill areas; a topical outline; and

enabling, terminal, and personal employability competen=-
cies. For - the occupational preparation program out-
ines, Business Data Processing I and II and Clerical
Accounting I and II, the skil] areas are listed
alphaketically as no skill area is considered more
important than another. However, the- personal v
employability skills and knowledges, which do not have
enabling competencies identified, are listed last in
each outline., For the Accounting, Recordkeeping, and
Survey of Data Processing dutlines, the skill areas
are listed in logical instructional order as determined
by those who developed the outlines,

-

v

The competencies stated for the sequential outlines
of Clerical Accounting I'and II are often quite similar,
The difference is usually in the difficulty of the
material used and with the level of performance -expected
of more advanced students, .

Expected terminal competencies in the outlines are

-set at levels considered minimum for advancement to the

next course or for job entry. The performance€ levels

‘are generally at a lower level than those in the V-TECS

catalogs since those in the catalogs reflect on-the-
job performance of ‘individuals employed for some time.

Suggestions for Using,the Outlines'

\

Even though performance levels in, the outlines
t students
do not achieve all of the competencies, particularly for
the occupational preparation courses. Achievement of
-eighty percent of the competencies listed for Business -
Data Processing I, Business Data Processing II, Clerical
Accounting I, or Clerical Accounting II may be considered

¢
average‘performance for each course. Teachers should,
however, strive to have students exceed the average
and exceed the competency levels identified in the
outlines whenever possible, Students can be encouraged
by being assigned higher grades on the basis of achiev-
ing more than eighty percent of the competencies or on
the basis of exceeding the performance levels iggntified
for the competencies.

The outlines are designed to aid the business teacher
in establishihg appropriate terminal and personal
employability competencies for each student to gain
employment. The competencies can be effectively used
wi local advisory committees and should assist in|the

ticulation of instructioh from course to course a
well as from the high school level to the post- *
secondary level. .

Co-Editors:
a
Dr. Betty R. Ricks
0l1d Dominion University
-Norfolk, Virginia

Dr. B. June Schmidt

Virginia Polytechnic Institute
and State University
Blacksburg, Virginia

.
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- ' | ACCOUNTING (6320)

"Grade Level: 11 or 12 N :

a

* .

' Prerequi.sitea:

None

‘ Accountinq is.a oneryear, ‘single-period course offered on an elective basis at either the eleventh- or

twelfth-grade level.
Accounting I and Ir.

It is supplesjentary to all occupational preparation offerings except Clerical ;
The course is designed to provide basic knowledge of accounting procedures and to

develop skills in. recording and analyzing’transactions.
of financial records and statements are emphasized.

The "following skill areas are included in Accountin'gx

ESTABLISH RECORDS

In addition, preparation, use, and interpretation

£

" skill Area

Skill Axea 1 - 4 - PAYROLL
. l.1 Texminology e . 4.1 Gross Earnings -
AT\ Beginning Balance Sheet . 4.2 Deductions , '
"1.3, _Opening Entry . ‘ R o 4.3 Net Pay
1.4 COn:ectugls . : “ 20, 4.4 Records -
e 4.5 Disbursements

Skill Area 2 - .BUSINESS TRANSACTIONS 4.6 Journal Entries

2.1 Analyze e T ) '
A 2,2 Journalize. - Skill Area 5 - DATA PROCESSING
2.3 Prove’ 5.1 Terminology
., 2.4 Post A 5.2 Relationships
. et 5 5.3 Flowcharting .

skill Area 3~ END-OF-PISCAL PERIL 5.4 Accounting Applications . A
3 Trial Balance o . . * _ R '
3.2 justing Entries S skill Area 6 = PERSONAL EMPLOYABILITY SKILLS
3.3 Complete Worksheet . . AND KNOWLEDGES

, 3.4 Closing Procedures 6.1 Puturs Business Leaders:of Ametica

' 3.5 Pinancial Statements . 6.2 Organization skills

4 ’ ) "6.3 Human Relations Skills
- . 6.4

Responsibility

IIA-1
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./ L e P / ACCOUNTING' (6320) B
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2 Topical Outlire o o Endéling Competencies © " Terminal Competencies Ref.
B ‘ .| caN mE srupenr: . CAN THE STUDENT;
‘. + A L . . }éc
3 2 S ~ N \ B .
: 1.  'ESTABLISH RECQRDS . = L ' SN
1.1 Terminology . ‘Define specific accounting terms, 1,1 Use fwcounting terms correctly .
- such as asset, liability. capital, as they occur in oral or written|
. debit, credit, journals, source 'work? « ¢
. "| documents, and double ent:y ( ! .
acoount:ing? .
. ‘.' » . M .
1.2 Beginning Balance classify items. as’ assets, liabili- 1.2 con'ectly prepare a beginning BAPC %
' Sheet . . ties, or' capital? balance ‘Sheet? . 28
I o .Solve the accounting equation? - \ T
‘o : Pl 4
- R ’ NG b Co-plete a balance sheet including o J
. . . thewheading, asset, liability, ‘and .
. T et capital sections? :
' 1.3 Opening Entry Transfer the beginning balance .= |1.3 .-Correctly record and post. the |BAapc
o - ' sheat infotmation to the general . . opening entry? { 28
N : f ) ' 4. journal in correct entnr form? 1 ’ : i .

.Open general ledger accounts' by :
recording the account titles and -
‘ assiqned nulbers? o , / <"

T Transfer debit ana credit balances S
« o ‘ from openinq entry to the general L
J : lddqe: accounta?

) ‘ ~y




ACCOUNTING (6320)

Topical Outline

Enabling Competencies

Terminal Compétencies

(

Corrections -

CAN THE SsLDENT:

~Locate errors?

Correct errors using proper
techniqnes?

.

. CAN THE. STUDENT:"

BUSINESS
TRANSACTIONS

N

Analige

1

Label the debit &nd credit side 1

of accounts? » -

Label the increase and decrease
side of accounts?

Record transactions involving
increases and decrqases in
incone-ang expense accounts?

Pencil foot accounts and compute
.theif balances? - - .

—~—

“ T

Journalize cash transactions in
two-column general journal a
malti-column cash journal?

AN

°

Correctly 'debit and credit‘
accounts for ten transactions
involving increases and
decreases to the accounts?

«

Journalize business trans~
actions for a period ofibne

momth?

<
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Topical Outlina - ‘Enabling Competencies ) Terminal Competencies * _ Ref.
1. ¢« & — . v ’ N . N ‘ . |
. . . CAN THE STUDENT: . CAY THE STUDENT: . .
. Journalize transactions of a
. '| merchandising business in a -
: combination journal and special ) ! .
. - | Journals? . . ' .
N . ) 4 A
\ 2.3 Prove - . »| Foot and prove the equality of 2.31 Foot and prove the equality BAPC
‘| debits and credits in Jjournals? .of debits and credits in 27
I B ) - ‘one set of journals? °
: - Prove cash by comparing check - o N
i : .| record or actual cash balance - 2,32 Prove cash? BAPG .
|, with cash journal ce? . ‘ 27
- - M N N - . ‘ /
Total ‘and rule the journals? .
~ - ) . . f -
2.4 Ppost Post the individual amounts in 2.4 Post to the proper ledger BAPC 8,
the general columns to the X accounts for “a period of one 110, 15,
~~ ,| accounts in the general and ' ., month?, , 19, 21,
- subsidiary: ledgers? . - ) . ) {22, 23 T
_ Post the totals &f the special - . C - » i
columns to the general ledger? - |- ]
Indicatesproper i)ostinq refer- ) gy : . . '
ences? \ P ' - - . '
I ~ . . L% T v . . N . 4
3.  END-OF-FISCAL N B
~PERIOD e L -
. . . .|3.1 7Trial Balance " .] Foot ledger accounts and compute 3.1 Prepare a trial balance to BAPC . L«
. T : o the account ‘balances? . . prove equality of debi‘ts and ™ 25 . -
© : IR edits posted to ledger ' 4
- ' . ‘ ' gécouﬂgsgo s o9 ' .
At . . . P + \ - ,\ ‘ »\ .
g . N ) $ -
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* Topical Outlinz - Efxaﬁling Cqmpetencies, , " Ut Terminal’ Cqmpetencies Ref.
. . % i R ; J :
CAN THE: STUDENT: * ! CAN THE STUDENT:
< > . : . .
Record account balances in -trial .
balance columns of worksheet and ’
4 prove equality- of debits and [ R - i '
. credits? .
. Follow recognized procedures for - ) -
v # . locatinq errors that ‘can cause - ) . '
trial balances to.be out of . ' o 7
balance? o . Lo ' @ :
3.2 Adjusting Entries Pla(l and record adjustments on 3.2‘1 Accurately r'eeord five \
. - . the worksheet’ needed to update’ . |’ adjusting entry amounts in’ <
account balances, such asg .. ’ proper columng on worksheet?.
ey -,
i merchandise inventory, prepaid o o ,
: -amounts, supplies, depxeciation, {3.22 Accurately‘ joprnalize and BAPC
and bad debts? % . .- post five adjusting entries? "9
- . . 75 ' . - : -
Total adjustment columns and 3 = .
prove equality of debit and A T
) credit totals? i % w . . - ]
Update general ledger accounts by T '; \
N recording and posting adjustinq”‘ oYy .
] N 4 !
i - entries? . é :
R xﬂ' ’ ‘ < "t
3.3 omplete Worksheet Combine trial balance and adjust- {3. " A¢curately complete wiworksheet ‘
. ment columns and extend the R td determine amount of in-
income and expense items to the come or loss for a fiscal =
income statement columns? pe;i . . .- -
. : - / ’ : - 1IA-S
~ 9 . . o= . %‘ d ("I
. =~ 2 5\ 4 \
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ACCOUNTING (6320) . ' s
»
Topical Outlire Enabling Cdmpetencies Terminal Competencies Ref.
s . ., ; ‘
CAN THE STUDENT: - CAN THE STUDENT:. ~}

Tatal the income' statement and _
balance sheet columns? '
Calculate net .income or net .
loss by determining difference i
income statemnt/bahnce sheet

. columns? -
- Enter income/loss), total, and nﬂe
cohmns? - . -
3.4 Closinwg Procedures | Prepare journal entries to clear 3.41  Close th& ledger by accurate-
. ’ ‘ the income, cost, and the expense- ly preparing entries neaded
accounts by transferring their for the summary, capital, . 1
v balances to the income ahd and drawing accounts? % %} T B
expense summary account? , ) - .
- 3.42 Post closing entries? ‘
, Prepare a journal entry to trans- ' . . .
— ° fer the balance of the income 3.43 Prepare a post-closing trial BAPC
B and expense sumry account to balance to prove the equality 29
the capital account? - of debits and credits posted
) . to the accounts?
. Prepare a journal entry to trans- ' ' >
) ' fer the balance of the drawing —~ ,
I I . account to the capitn aecount? - X . X
AP \ - e BRI | e
~ Post the clising entries to the ",,., e ; L
‘ ) general ledqer? ‘- ’ * B
Prepare a post-closing trial .
balanca'? ‘ | . ,
' o 245 .
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ACCOUNTING (6320)

.

Topical ;utli::e

Ehabling Competencies

Terminal Competencies

Ref.

3.5

, Income statement

ﬁf‘w&

€ »C,japitil ‘statement

7
/

Financial State-

-

ments

5,

°

t

Yews

Balance, sheet

Supporting

schedules

-

Analyze statements .

CAN THE STUDENT:

Prepare income statementé from
completed worksheets?

!;tepare capital statements from
completed worksheets and capital
account information? .

Prepare balance sheets from.
completed worksheets and capital
statements?

Apply verification principle using
subsidiary and general ledgers to
prepare schedules such as accounts
receivable, accounts payable, and
cost of goods sold?

Usifig financial statements,
interpret the condition and
progress of the business during

a fiscal period? L.
_ »

J

CAX THE STUDENT:

3.51 Accurately prepare an income
; statement from a- completed
worksheet?
‘ AN
3.52 Accurately prepare a capital
. ,statement from a completed
| worksheét and capital account

K 1nfomti€:.
i
3.53 Accuratel epare a balance
sheet from a completed work-
\ sheet and capital statement?
3.54 Accurately prepare supporting
-schedules for accounts

receivdble, accounts payable,
and cost of goods msold?

3.55° Use the financial statements
of a business to extract five
items of information to deter-
”  mine the condition and
progress of the business?

BAPC
30

BAPC
31

> BAPC
32

BAPC
33, 34
35

IIA-7
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- ACCOUNTING (6320)
, Topical Outline Enabling Competencies Terminal Competencies Ref.
. . CAN THE STUDENT: CAN THE STUDENT:
4. PAYROLL T
¢ < - ’ ‘
4.1 Gross Eaxnings Compute gross earnings for 4.1 Acéurately compute five net BAPC
v employees who receive salaries, pay amounts including "60, 63
d e hourly earnings including over- calculation of.gross earn-
time, and/or_commissions? ings and deductions?
- §.2 De;iuctions Compute required and voluntary 4,2 . Accurately‘ complete and BAPC
" deductions using charts or by verify payroll for five 60, 62
computations? employees when given time
. cards, payroll registet , and
- . ‘individual employee eqrninqs
: , .. records?
4.3 Net Pay Compute net pay? - '
/] 4.4 ' Records Recérd payroll computations in a | ’
. . payroll register and on individ-
ual employees earnings records? -
3 ‘
* q - '
' 4.5 Disbursements Compute ‘a payroll change sheet 4.5 Accurately prepare five pay BAPC
' ‘ and cash slips for disbursing vouchers or cash slips from 64
2, cash payron? payroll records?
o
. Prepare voucher checks?
- ; R 1
o . "’ -
. £ -
L . *\ . , ° »
: s
2 9 ‘ V) O
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ACCOUNTING (6320)

1N * 3
TopicalsOutline Enabling Competencies Terminal Competencies Ref.
CAN THE STUDENT: CAN THE. STUDENT:
4.6 Journal Entries Journalize and post the entries 4.61 hccurately journaliz‘ and BAPC
- for salary expense, Federal¥® post entries for salary 24
Insurance Contributions Act expense, FICA tax, Federal
{(FICA) taxes, employee income Income tax, State Income tax,
taxes, and other deductions? and other deductions? .
’ _Calculate, journalize, and.post 4,62 Accurately journalize and BAPC
’ g the entries for employer FICA, | post entries for the employer | 14
State Unemployment Tax Act (SUTA) FICA, FUTA ,and SUTA taxes? !
and Federal Unestployment Tax Act .
(FUTA) taxes?
S. . DATA PROCESSING T
5.1 Terminology Define basic data processing 5.1 Use data processing terms
. _ tems? correctly as they occur in
N oral or written work?
j . -
5.2 | 'Relationships 'nphin the importance of elec- 5.21 Identify the effects of
tronic data processing as it electronic data processing
. ’ relates to accounting? on accounting work?
o A Trace the flow of work between 5.22 .Describe the relationship
the accounting department and the that exists between a
| computer center? . computer center and an
accounting department? _
\ “
((,
. _ 4 X
. ’ { IIA-9
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? ACCOUNTING (6320)

Topicél Outline_

LR }
Enabling Competencies

A}
Terminal Competencies -

Ref.

é

5.3 Flowg ti
\ 1]
14
5.4 Accountin
Applications

'CAN [THE STUDENT: ..

‘Identify, accounting applications

‘computers-on the accounting

Use flowchart symbols to shoy how | 5.3
an accounting problem can be
solyed using electronic data
processing? ' ¢

appropriate for a computer
system?

Compare manual systems and
electronic data processing
systems in accountinq operations
such as journalizing, posting,

payroll, and purchases and sales
records? .

Describe Shg'effeéts of micro=

operations of businesses? -

5.41

5.42

»

CAN THE STUDENT: N :

Correctly ptepare a flowchart
to solve an accounting
problem using electronic data
processing?

Describe how a manual account-
ing operation can be
computerized?

Assess the impact of miéro- -
¢computers on accounting
applications?




. : A
‘ ACCOUNTING (6320) R e
) ~ ~ . ) ”
Topical Outline Personal Employability Competenties .
- N ‘ x .
' DOES THE STUDENT: e ‘
.. P
6. ' PERSONAL EMPLOYABILITY. : o
SKILLS AND KNOWLEDGES A . ¢ . : -
\ 3 ) - .l \
'6,1 Future Business Leaders 6.1 Join and participate in local, regional, and 'state activities
of America +  of the FPuture Business Leaders of America?
6.2 Organizational Skills | 6.21  Organize work materials for best use of time?)
’ ’ 6.22 Plan work efficiently to meet deadlines? '
6.23 Maintain an uncluttered area in and around desk? "
v ' v .‘
6.3 Human Relations Skills 6.31 Evaluite own performance realistically? .
. / , X . ) ;. - ) ¥
6.32 Work haimopiously with- others on a group assignment?
7
’ < Y 6.33 Demonstrate attitudes of respect and cooperation with.peers? \
. . - - - [ 4
. .6.34 Accept constructive criticism in a positive manner?
'6.35 Exhibit se],,f—cohttol in éonttii;;ting to class discussions?
> . - e v ‘. - .
6.4  Responsibility = - 6.41 ° Exhibit traits which demonstrate resporisibility including =
i , - bringing proper materials to class, pr ctive use of time,,
J and economic use of supplies? L,
D A : o ‘ IIA-11
35 ‘ , . .35 Im-1L
4 _‘ . ? . ’ ) | i{ } . : T ) EY * . .
\ N Y R . U \ » ) . - ,
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‘ ' - _ ACCOUNTING (6320)

T

N - _Topical Outl:ze . » Personal Employability Competencies

>

DOES THE STUDENT: )

»
’ 6.42  Attend class regularly? 1
’ , . 6.43 Arrive on time? . ’ )
’ oo “ . '
e 6.44 . Exhibit persistence and initiative in completing assignments? {
’ - . 6.45 Follow oral and written instructions in completing assignments?
¢ . 6.46 Identify personal responsibilities within a group assigmment
- T and follow through to completion?
R ‘ .
“ q -
F.. -~ S .
¢ ¢ » - . ’
: ' . han
. (g - .
: . P o ) ;
L ‘
-~ 'r““w 3 .
* ° “ - 3




s BUSINESS DATA PROCESSING I (6640)
Grade Level: 11 ’ - . Prereqﬁisites: General Business
ot ' Typewriting

® 4 ‘
Business Data Protessing I is a double-period occupational preparation course offered at the elventh-grade
level. Students are introduced to data processing procedures and examine careers in data processing. The

" .
..
“ s ‘
+ N

course is job oriented and includes instruction in data entry and peripheral equipment operation.

Electronic,

data processing systems and programming also are introduced. Accounting is integrated into the course.

(g

The following skill areds are included in Business Data Processing I:

.

SKILL AREA

1 - ACCOUNTING SKILL AREA 4 BUSINESS SYSTEMS
1.1 Terminology ' _ 41 Introduction
1.2 Beginning Balance Sheet 4.2 ‘Flowcharting
1.3 Opening Entry 4.3 Payroll Applications
'+ 1.4 Analyze .
1.5 Journalize SKILL AREA 5 CAREER EXPLORATION T
l.6 Prove 5.1 Preparation
1.7 Post - : 5.2 Choice
t 1.8 Trial Balance . 5.3 Emerging Occupations
1.9 Financial Statements
- : SKILL AREA 6 - DATA ENTRY
SKILL AREA 2 - AUTOMATED ACCOUNTING 6.1 Off-line
2.1 Format, Analyze, and Code Records 6.2 On-line
. 2.2 Record/Edit Account Transactions 6.3 Machine'Malfunctions
" 2.3 Journal/Register Transactions _ “
2.4 Posting Report # SKILL AREA 7 - INTRODUCTION TO DATA PROCESSING
2.5 fTrial Balance 7.1 Terminology
2.6 Financial Statements \ . 7.2 Operations
. . : 7.3 Computer Overview
SKILL AREA 3 - BUSINESS CALCULATIONS 7.4 Hardware .
3.1 Math Review 7.5 Software .
3.2 Ten-key Machine Operation 7.6 Storage
3.3 Arithmetic.Operations . ! 7.7 Numbering Systems
3.4 Applications and Terminology 7.8 Data Representation ¥
o (-
’ .t 44 .
v I1B-1

39 .
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PROGRAMMING  CONCEPTS

W mow o mlo
L]

* ~\®

)
U bW N

s
E
:

\

Procedures -
Problem-Solving Techniques . ~
Code R, v

Test . 2
Documentation

X

TN
PROGRAMMING LANGUAGE: BASIC ¢

* o »
OO dWN

R RCRCRCRURTRE

10 -

Language Structure and statements
Systems Commands
*List

Calculations .
Functions and Subroutines -
Single~Level Tables

Minor, Ihtermedxate? and Final Totals

Disk Files -

»

UNIT RECORDS

’

- 10.1
- 10.2

Cards .
Card Formats

>
<

: 10.3 Card Sorter g
< J10. 4% Reproducer
- ot . "10.5 Interpreter
> ‘*10 ,6' Collator .
10 7* Card Jams

SKILL ARES 11 - PERSONM%LOXABILITY SKILLS AND KNOWLEDGES
11.1 Future Busihegs Leaders of 7 America

11.2 Human:Relations Skills .

11.3 hJob-Seeking Skills - .

~ , 11.4 oOrganizational Skills ° .
L i 11.5 gquunication Skills ' »
\. . ° B b A '
N . a1 -
\& s P « '
€ o .
/ : - ‘
- ": N J
41 - ’ -
Y ) - ¢ "




Cane

1.2

1.3

Beéginning Balance
Sheet

- g———— -

]
.

50

L3

A

3

- -:: .
x*

e - — ————
e

A BUSINE§S DATA PROCESSING I (6640) ‘

P e T R T e P — -

Enablirg Corzetencizs

Ao v g eem

Cay ToZ STULLENT: I

Define specific accounting terms, }
such as asset, liability, capital,
debit, credit, journals, source’
documents, and double-entry
agﬁsunting?”

Classify items as assets, liabili-
ties, or capital?

Solve the accounting equation?

Complete balance sheets including
the heading, asset, liabikity,
‘and capital sections?

Transfer the beginning balance
sheet information to the general
journal? .

Open general ledger accounts by
recording the account titles 1
and assigned numbers?

Transfer debit and credit )
balances from opening entry to
the geperal ledger accounts?

o

Tarminal Ccmpetenc:ies

4

CAN THZ STUDENT:

l.1 Use accounting terms c&rréctly.

»

as they occur in oral or
written work?

) . ¢

-

«

1.2 Prepare a beginning balanqe

4

sheet?

.

Al

1.3 Record and post the opening

entry? -

BAPC 28

BAPC 28

€IB-3
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Ref.

Topical Outline

Enabling Compgféncies

Terminal Competencies

L 1.4

et o e ———

1.5

Analyze

»-~

Journalize -

"CAN THE STUDENT:
" Label the debit and credlt side of

.accounts?

accounts? * -

Label the increase and decr ase
of "accounts?

»
ctions involv:l.ng

increases and ases in assests;
liabilities, 'and owne

-

Record transactions involving 4

increases and decreases in income
and expense accounts?

N t
Pencil fo::t acctounts and compute
their balances?

Journalize cash transactions in a
two-column general journal and a
multi-colwmn journal? .

7

CAN THE STUDENT:

1.4 Debit and credit accounts for
ten transactions involving

increases and decréases to the

Record cash

sactions including.

1.5

accounts?

v

Journalize business trans-’
actions for a period of one
" mbonth?

$

BAPC, 8

10,
15,
50,

12
23
70

-tion and special Jonrnals?

deposits, cks, petty cash and
bank cha:ges? o

Journalize transactions of a
merchandising -business in combina-

Foot "and prove the equality of
debits and cmd:.ts in journals?

-

“1.61 Poot and prove the equality‘of |

debi%red‘its :I.n one set

a*

.
v
. . .
- . "
“
- . %
. ‘ .

‘ of journals? - _

e 45
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‘ . BUSINESS DATA PROCESSING I (6640) .
Togfral Sutiine . Ena.bl{ng Competencies Terminal Cdm;:e‘:enc;es Ref
CAN THE STUDENT: CAN THE STUDENT: ' *
! . ’ . . . ‘ - ! N
. i>rove, cash by comparing check 1.62 Prove cash? BAPC . 27
: record of actual cash balance ¢
_\ with cash journal balance? :
~ . : 7 ° '
. Total and rule the journals?
. N . -
1.7 Post Post the individual amounts in . -| 1.7 )ost journal entries to the {BAPC 8
, . the general columns to the ™~ ° proper ledger accounts for a4 {10, 15/
- accounts in the general and .éﬁ/ period of one month? 19, 21,
R . subsidiary ledgers? - (22, 23
. -~ - L : ¢
) . .
. Post the totals of the special -
. columns to the general ledger? / 9 -
/) ” N '. .
7] Indicate proper posting referen- -
ces? : .
i L . ..I ‘ ] ' [} - ' N_‘-
1.8 Trial Balance ' Foot ledger accounts and compute 1.8 Isrepare a &{al balance to BAPC 25
. . the account balances? prove equality of debits and
) . " credits posted to, ledgef”
. Record account balances in trial . accounts?
balange columns of worksheets and| - . ‘
prove equality of debit and credit .
‘ totals? N ) . .
y A »
' : Follow recognized procedures for
locating errors that can cause i
S trial balances to be out of
balance? .
» . Correct error‘s using proper y N
& techmiqueg? - . -
IIB-5

48
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'BUSINESS DATA PROCESSING I (6640)

b

Topical-Outlina

Enabling Comgetencies

+ Terminal Ccmpetencies

<

[

Pinancial Statemeqts

Income statement
L

Balanae sheet

CAN THE STUDENT:

Prepare income statements from -
trial balances?

~

Prepare balance sheets from triaiyl

balances?

l.91

/1092

CAN THE STUDENT:

i

Prepé;e'income statement
from trial balance? .
Prepare balance sheet from
trial balance?

L}

Use the financial statements
of a business to extract
five items of information? *

L}

AUTOMATED
ACCOUNTING

Format, -Analyze, *
and Code Records

.on

Determine.fields to be included on
the transaction record?

. ¥ . .
Interpret the use of the_fie}as_
on the transaction record?

Determine fields to be included
acc ance record?
Interpret the use of the fields on
theéraccount balance record?

|

&
. o &

Using debit-credit, trans-
action-type, and record-type
codes, code 20 transactions
affecting asset, liability,
capital, income, and

expense accoﬁnté? <

Code an account balance
record for an asset,
liability, capital, income,
and expense.a c?nnt?

“
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BUSINESS DATA PROCESSING I (6640)

g

Topical Outlirna . Enabling (fom;:etenciesn : Tarninal Competencies Ref.
\ ~ SNT . |
‘ 1
Explain. the function of debit- '
<L credit, transaction-type, and ¢ .
record-type codes as used on )
transaction and account balance ’ /
. records? :
o s Anal}ze and code -transactions \
affecting asset, liability,
iy capital, income, and expense ,
accountg? . '
P\ . -
Code account balance records for
agset, liability, capital, income,
and expense accountg? .
2.2 Record/Edit Account | Record on puﬂé;;d cards or magnet- Record. 10 account balances
Transactions * | ic medih account balances and and 25 transactions using
transaction records? \ either punched. cards or
e s . oo magnetic media?
e 1 Use: prepared’ computer programs to T
. . . | check the accuracy of recorded ‘2.22 , Using prepared computer’ pro-, |
. « | data? } . .« grams, edit account balances )
. N e . and transaction records for
J - . @ fiscal period? ~
v - R bY .
‘2.3 Journal/Register So%t transaction records? 2.31 Use .computer programs and ~ *
: Transactions ‘ : -~ documéntation to pradice
Use computer programs and documen- journals/registers for a
tation to produce cash, sales, fiscal period? » ~ g
purchases, and general j urnals/ } :
’ registers with multi<col - =4 "
e .
.
N . I1B-7
* N .
ol - . .
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' BUSINESS DATA PROCESSING I (6640) ’
Yopical Outlina gnabling Competencies [ Terminal Competencies Ref.
- CAN'THE STUDENt: CAN THE STUDENT:
Prove the accuracy of journals/ 2.32 Prove the accuracy of journ- .
registers by comparing column . " als/registers by comparing
’ totals to transaction batch column totals to transaction
otals? ‘ * ' batch totals?
- : Prove cash by comparing actual 2.33 Prove cash by comparing
cash balances with cash journal journal ‘'register totals to .
totals? - actual cash balance?
2.4 Posting Report Sort and merge transactions and " 2.41 Use computer program and
balance records? documentation to prepare a
R N posting report for a fiéééii"77W‘" B -
‘ Use account balances and trahs- period?
action. records, computer program,
) . and documentation to produce 2.42 Create an updated account
. ’ ) posting reports? . balance record for a fiscal
: ‘ > * period?
Create new account balance . 3
. records from the posting reports? o
2.5 Trial Balance Sort account balance records? 2.5 Using updated accqunt balance
. - - records, computer program,
. ] Use updated act¢ount balance . and documentation, prepare a
5 . | records, compufer.program, and trial balance for a fiscal -
‘ documentation ‘to produce trial : period? . s ‘
' balances? T
b T
Locate and correct errors that
‘. . _| may cause trial balances to be o .
e ¥’| out of balance? M




v /7 ‘ -~ ~ :
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’ r N -
. - ) »
] e - umwnuammmﬂmz(%m) ! e e
., Topical Cutliﬁé j..nabllng Comjetencies" - Terminal Competeoncies ‘ "pef.
- - o t ’ : e
o . CAN THE STUDENT: CAN THE STUDENT: .
. 0 ’ ) g N ' v R
2.6 Financial Statements Selec.t:'appropriate account balance
- e - records for the calculation. of ’
" net profit{ . °
T‘“,' ,
3 L Prepare income statements using 2.61 Using a computer pxogram,
i . computer program, documentation, documentation, and aceount
and account balance records? balance records, produce an
‘ . income statement for a fiscal
o ‘iod? ‘
\ R -
- , L N . o e )
. Use account balance records to -~ | 2.62 Using a computer prégram, )
produce agbalance sheet? documentation, and account
N , “ balance r&oords, produce a
~ . ¢ balance sheet?
A ' e
e - - - s - - - - s s o --—-!--
. . .
3. BUSINESS ~ , . ;
» CALCULATIONS . ! ’ . t
N 3.1 ‘Perform the basic arithmetical
3.1 Math Review. Perform the basic arithmetical processes of addition, sub-
’ ’e processes of addition, subtraction, traction, multiplication, and '
.  multiplication,and division? division? ‘-
. . | .
3.2 . Ten-key Machine Operate ten-key calculatlng_ma— 3.2 Operate ten-key calculatlnq o
Operation . . chines using proper fingering? machines by touch? | . - !
3.3 Arithmetic Perform addition, subtraction, 3.3 perform aadition, subtraction, : :
Operations  ° multiplication,, and division on multiplication, and division « ! |
. a caldulator? \ = . on a calculator? !

——— et a4t

4 ~»

95

- e e e e et e = e o

‘IIB-9
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* BUSINESS DATA PROCESSING I (6640) .
i
Topical Outlina ° Enabling Competencies - I'en'ninil Compe tencies ] Ref.
i , ’ , , e . \ .
CAN THE -STUDENT: . ‘ CAN THE STUDENT: . /
* - e N Use shortcuts and special func- - 7 '
" tion keys to increase speed? ' .
\w , ’ 7 .
‘ Use.verification techniques to g : )
improve accuracy? ) 1
3.4 Mlications and Compute simple applications of 3.4 - . Compute and verify amounts
Teminolggx discounts, markups, sales taxes, » " and totals on various business
: icommissions, interest, and . forms? .
: ‘ extensions? e
. Use proper terminology in dis- ‘ .
b cussing business forms? ﬁt
4. BUSINESS SysTems : 4
4.1 Introduction ° ;| Identify the 'steps in the 4.1 1Identify the pz:ocedurés in .
: ] X | development of g/ data prOcessmg + the development of a dé{a .
) system? . . . processmg system? , o
R List factors considered in- -
J selecting a data processing 1 . ) RS
system? . - 4 .
Y. : : ‘
4 2 Flowcharting Identify flowchart symbols for 4.2 Construct a business systems
- systems flowcharting? . , flowchart using correct )
, ‘gymbols? "
., 07 3 Demonstrate methods of systems ’ -
Iw . . flowchart construction? \ “

o




.
P >
[

Tdoical Outlira

4.3 Payroll Applications

CalcuI&te/iecora

———— ey mm i em s —————
N
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~

BUSINESS DATA\>ﬁOCESSING I (6640)

-~ -~

" Enabling Comgetencies

Terminal Competencies

CAN THE STUDENT:

Using flowcharts, explain the
steps for order and billing,"
accounts receivable, accounts
payable, or inventory management
systems? -,

.Jdentify reports generated by
typical business’ systems?

Construct 'flowcharts for order
and'billihg, accognts receivable, i
accounts payable, or inventory
- management systems? i

< - .
Compute gross earnings for
employees who receive salaries,
hourly earnings including:over-
time, and/or commissions?

$
Compute required and voluntéry
déductions using charts or- by
computationa?i¢

Compute net pay?

“
Record payroll computations in a

employees earnings records?

payroll register and on jndividuall

CAN THE STUDENT: 7

5
3

431 Complete and verify payroll
for five .employees whep given
time cards, payroll register,

‘ and individual elployees
. earnings records?

S

BAPC 60y
63

wa
<

IIB-11 -

.
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' C L i IIB-12
: BUSINESS DATA “PROCESSING I (6640) ’ LI -
Topical Ontlina Enabling Competeniies Terminal Competenci':?s y) Ref
T— ¥
] CAN THE STUDENT: NEAN CAN THE STUDENT: . .. . R

’ Disbursements Compute payroll g¢hange sl&ts 4.32 prepare five pay s;ouchers or |BAPC 64

- and cash slips £ isbursing cash slips from payro;].l -
cash payroll? records? . ! N

F S Y o

5. CAREER EXPLORATION ) R ) ' . \
. - N \ ¥ - < ’ t
5.1 Preparation List entry-level qualifications 5.11 List entry-le{rel‘quglifica-
) required ‘for data processing tions for data processing v
employment? AN employment? ,
Identify sources of education for '5.12 List educatiqnal oé:drtunl- :
{ data processing careers? . ties for advanced: studp in
\ . ) o e ‘da‘ta'processing?\, - , LW
5\2 Choice List careers in data processing? '5.21 Match a‘list of . J\Z’ib titles ’ .
" : . with JOb descr:.ptions and =-,"
- Match operations performed with entry-level requirements? ] oo
, i .data prog’gssing jobatitles? N et - <L e
. . - "« 5.22 construct a personal. career
\ Match job titles ‘with entry- . ladder for tvio,?positions?
g level requirements? . . - . -0
- - | LN
. Match individual abilities and . . )
‘ . skills with entry-leve]mt@“"ire— ’ ° \
- ments? " v « 1 ’
. 1) e - " «~
¥ » © ® -
+ Construct career ladders for - A SR
data processing jobs? . - . :
b\_/ " e ‘\ ¢ - . . .
: ) ‘
_/ ¥ - b
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BUS SS DATA PROCESSING I (6640)
————— e e e e e — S N\C - - e — T T S s s e e —
Tcpicdl Outline Enabling Tompetknoies 3 Terminal Competencies Ref.
CAN THE STUDENT: \\\\\ CAN THE STUDENT: . i
. { ;
5.3 Emerging List examples of new computer 5.3 Give examples of new computer
‘ Occupations applications? ~ applications that-will provide :
. Identify career _opportunities future carear opportunities?
resulting from new computer
applications?
6. DATA ENTRY _
~— - >
6.1 Off-Line Explain the relationship between a | 6.11 Perform off-line data entry
source document and an entry operations? T
. record?
f‘m .
<8 Set up key-entry devices? ° 6.12 On an off-line device, key
data from source documents
From record layouts, prepare data - at a minimum rate of 7,000 -
entry programs for key-entry key strokes per hour with a ! 4
devices? maximum five percent error
rate?
Key data from source documents? !
Ve . ) ’ . * ’ 4
’ Verify keyed input for accuracy f > k.
- using verification devices? ;
! Correct entry errors identified ! ,
| by verification procedures? ! ;
- '
Ed
. Maintain sequence and cgitrol n
| of source documents to keyed ! -
; data records? v s ;
‘ : i
TR YT T T T - I1IB-13
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BUSINESS DATA PROCESSING

I (6640)

.
p — — g— — v

———

Topical Outline

Enabling Competencies

Terminal Competencies

Machine,

Malfunctiong

-G -

J,'
CAN THE S;%DENT: M ~

1 4

Sign-on/sign-off of on-line -
devices?

. Recall existing screen forﬁéts

used to key data?

Key data from source documents?
Respond to displgyed me§sages?
Check for keying errors by

comparing, printouts to source '
data?

Recall existing verification
scréen formats to enter\data for
verification?_

Correct entry er identified
by verification procedures?

Recognize machine malfunctionsf

Report malfunctions to appropriate
individuals? .

-

»

CAN THE STUDENT:

6.21 Perform on-line data entry

operations? -
L)

6.22 “On an on-line device, key

' data from source documents
at a minimum rate of 7,000
key strokes per. hour with a °.
maximum five percent :error
rate? S J

AT

/ =~

6.3 Detect and report machine
malfunctions on key-entry
devices?

Lw
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;\ 4// Pecpical Outline Enabling Tompetencics - ) Terminal Competencies Ref.
'// ‘ CAN THE STUDENT: CAN THE STUDENT: ' .
?{ INTRODUCTION TO ’ ’ N - .
. DATA PROCESSING - :
Zﬁl Terminology ‘o zefini typical -data processing 7.1 Define typical data processing . .
A , % enm? ) terms? .
Uk * ) b
1 7.2 Operations Identify sequential steps in data 7.21 Given steps for data process-
: ) processing operations? . ing operations, arrange the .
M - , Steps in sequence?
€ e Identify devices that are used for "

mechanically processing data? . w . :

-{Identify devices thatJare used for 7.22 Distinquish between manual,
electronically processing data? . mechanical, and electronic

data processing systems?

LY

2 Identify the three components of’ ' -
an electronic data processing : ; ' .
: system? - - . ,
7.3 ' Computer " )
Overview Ct i !:3 . .
. Computer List unique hardware feature of each| 7.31 Compare the maigr hardware
-/ . ::zratiOns- computer generation? advancement of aach computer
" g s i generation? o : ¢
} | : . ' : Co ‘ T
Types Describe applications of digitall . 1.32 Differentiate between uses X '
. jcomputers? ° of digital and analog 2
.. ’ . computers? . ' -

Describe appliq&tions of analog
computers? .

: : ) 1IB-15
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» Topical Outline ?nabling'(;ompetencies ' Terminal Competencies Ref.,
’ CAN THE STUDENT: CAN THE STUDENT:
Advantages/dis- Compare time required to process 7.33 , Compare advantages and &
ad\za?tages data using computers and other disadvantages of processing
‘data procassing methods? data by computer and by
, other methods? ’
o Compare space requi¥ed to store e - o
data by computer and by other data
B processing methods? .
' List ‘other advantages of | .
< processing % by computer? . ¥
- ’ ’
List disadvantages of processing
° {data by h:;;%*‘ :
N . ¢ N . "? . V2R I M . .
7.4 Hardware Define hagdware? 7.41 Categorize a list of hardware|.
- ’ ’ 9 h o - according to function? .
Identify computer input devices? e . e
- { « <1 . .
Identify computer storage devices? |7.42 Explain the functions of- the
_ PR ﬁ\’ierﬁral processing unit? /
) ) ' , » 4
N @ ¢ [N : ) A‘ " v (
N . N \ ~ ‘ ’: o ‘. v
¢ , ‘. ' / T e R
Vot . - ‘ . . :6 * -
“ ' LU ’ ' : ~ ’ R .
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7.5

CAN THE‘ STUDENT:

-~

f Identify the three parts of the

_Central processing unit and

explain the functions of each?
AN

L
.Define software?
4

f

Describe !;hgtions of the
é§mputer’0pqrating system? ‘

Describe functions of compilers,

assemblers, and interpreters?
“Déscribe the functions of ‘utility

and application programs o

Describe COBOﬁ, RPG, and, BASIC
programming languages? '

Explain coding as it relates
to the.development of q\programf

Define testing and debugging?
. . ~ - oy

/Explain-thé impoféahce\of ¥
| documentation?

’ . \
N ]

Identify cémputer output devfées?

L

CAN THE STUDENT:

7.52

. according "to function? R

_ Given three Q}tpétions,

. Steps performed by a

. -~ AY

Categorize a list of software

’

<

select the appropriate high-
level language to be used'}
. -

List in correct sequence-the

programmer, in completing a
programging assignment?

e
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Enabling Competencies

Terminal Competencies

Ref.

7.6

£

Storage

r

\ Numbering Systems °
’

Data Representation

Hollerith code

.-

CAN THE STUDENT: o

Define types of primary storage?

Define types of secondary storage?

Define binary, decimal, octal,
and hexadecimal numbering
systems?

.
.

Convert numbers in one numbering
system--binary, decimal, hexa-
decimal, or octal--to numbers in
the other sygtems? )

v -

Convert hman-readable data to
machine-readable data using the

"Hollerith code?

;

’

7.6

7,91

7.8

CAN THE STUDENT: -

Given a_list of types of .
storage, categorize as
primary or secondary?.

A

Distinguish among binary,
octdl, decimal, and )
hexadecimal numbering systems?

Convert numbers in one system
to any of the.odther systems?

Interpret information
presented in the format of the
various computer data
representation systems?
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Terminal Competencies

Ref.

i

CAN THE STUDENT:

CAN THE STUDENT:

Techniques

-

e

solve a problem:

Describe “other problem-solving
tools including algorithms,

input-processing-output charts,
and pseudo-coding? .

Binary coded'. Interpret the Binary Céded
decimal Decimal (BCD) representation?
EBCDIC/ASCII ‘Interpret the Extended Binary ,
Coded Decimal Interchange Code
and the American Standard Code
for Information Interchange data {
representations?
\‘\\\ \ -
8. PROGRAMMING T
CONCEPTS ’ - —_— .
. T . T B . . D PR
8.1 Procedures Describe the steps for preparing 8.1 Sequence the steps for Pl6
. a program? preparing a program?
k‘-, - - 4
8.2 T Problem-Solving Describe the steps needed to 8.2 ‘Prepane a detafled program P17 -~

flowchart or other logical

solution for a given set of

problem specifications?

3

74

5
Y

IIB-19
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Terninal Comgpetencies Ref.

el RN

Tozrtal Matli-e £nabling Competencies

St s bobiaEen e e o ae - e p—

’ CAN THE STUDENT: CAN THE STUDENT:

Identify symbols and rules for ) - .
P flowcharting? ) ’ - 'Q.

Given job specifications, I/0
record layouts, and

sequences for coding - . 5

8.3 Code from a logic sequence an P 21
application program using a
high-level computer language?
- : reference manuals, and|codfng .

8.3 Code

programs?

e e - - - == = -- - | Given programs with errors and "

verified dpcumentation, desk-
‘ check and correct program syntax
error (s)?

8.4 Test

Given program specifications,
logic sequences, I/0 record .

layouts, listings of source

8.4 Test the'vaiidity of an
application program given
appropriate test data? -

P 32
33
34

. ' ‘ programs, test data, and
completed coding sheets for
. . source programs, desk-check the
] logical validity of source e
’ programs prior to compilation

or interpretation? .

e
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‘8.5 Documentation -

»

~ mn—— . e n -

Enabling Competencies .

Terminal, Competencies

Ref.

CAN THE STUDENT:

Compile or interpret source
programs?

éorrect syntax errors from
compilation or interpretation
listings?- ) \

Verify text output data with'
program specifications for
compliance?

.
*

Given record layouts, program
logical sequences, and program
specifications, write documenta-
tion narratives?

Complete input/output record
layout forms?

Given program requirements,
related systems flowcharts,
source program listings, logtc
sequence forms, and job ol
set-up specifications, prepare
console operator's run sheets?

Given program and operation
specifications, prepare data
control instructional worksheets?

Y

CAN THE STUDENT:

8.5 Document a program?

P 38
42
44
45

>

2l
[y
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Topical Outline p Enabling Competencies . Terminal Competenc}i;es Ref.
' CAN THE STUDENT: CAN THE STUDENT: .
9. * PROGRAMMING ‘ J
. LANGUAGE: _BASIC' : X
9.1 Lanﬁage $Structure [Describe the functions of common 9. 11 Explain functions of commonly :
and Statements. BASIC statements? used BASIC statements?
Identify written BASIC statements? 9.12, Identify written common
& ) . BASIC statements?
9.2 ) Systdms Commands Use systeéms commands at terminal? 9.2 Use appropriate systéms
. ‘ commands at a terminal?.  ° A
-« \ ’
9.3 List Use BASIC statements to code - 9.3 Code and run‘a BASIC !
i , |programs to input and list data program that will produce
on reporits? a listing? .
9.4 Calculations Explain the hierarchy of 9.4 Code and run a BASIC ‘program
operatiOns? _ ) that will perform calcula-
’ * tions on given data?
List and define the arithmetic
bperators?
Use appropriate BASIC statements 9.42 Code and run a program using .
to code programs to perform s appropriate statements to
addition, subtraction,.multi- compare sets of data?
plication, and division? . ’ \
Comparing Identify the logicalroperators? .J. H) - . ;
1 ) L “ » € - oy
Identify the relational operators? ™ - B
' Code statements using logical and / ] - "
relational operatqrs? . ’ IR ( .
. \ - °
. . '
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< ) ‘ BUSINESS DATA PROCESSING I (6640)
* 'l?pical Outline i 'Enabling Competencies \ Terminal Competenciel ' ‘Ref s °
L N ; ‘ ' % - R
- N ‘ - CAN THE STUDENT: - /| can THE STUDENT: -
‘ :‘ . 9.5 fFunctions and _ | pistinguish. between programmef- 9.51 Code and run a BASIC program
g < <k ~/ Subroytines supplied and computer-generated using one or more subroutinesi
s ° o ST : -functions? . .
s S E A ) R 9.52 Code.and run a BASIC program
- R i PO Explain the finctions of using one or more computer-
=, . . - { subtoutines in programming? genera \ed functions?
- . . 3 » J >
‘| Use BASIC statements for L0 3
) \ writing subroutines?
k \ ’ . . . {use computer~generated functions? )
‘\ . - N - 5l )
9.6 . single-Level ' ~ " 9.6 _ Code and run a BASIC ’
L Tables ) _ | Identify the elements, of "an program that will produce
¢ . o larray? ‘ oo a single~level table? .
) - . |Explain the yse of.a single- " . v » -
" .. level table? . - )
) Use\BASIC statements to code -
A . , |programs to produce-single- )
. - . B level tables?
. \ ’ ' ‘ . ) 5‘ ) . .,
- N . - d b ‘ * ‘ ' ’ [4
- ‘ - ) n - ' .
R \f s . )
| <
{-,. @
7 - T = I1B-23
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Topical Qutline Enabling Compectencibs Terminal Ccmpetencies A Ref.
- - \ . \ $
CAN ,THE STUDENT: CAN THE_STUDENT:,
v s
\ 9.7 Minor, Intermediate, Identify minor,* intermediate, 9.7 Code and run a BASIC progra:m
L - . and Final Totals ~ and final todtals on cqmputer that will produce a report
. pPrintouts? with minor, intermediate, and
, A - s final totals?
N o® Explain the logic of producing
, minor, termediate, and fimal . k1
total £ . .
- —_—— 3 i
Use 'BASIC statements to codé"“““ ~ C g
programs to produce minor, :
| intermediate, and final tptals? . 5
'9.8 Disk Files Differentiate betwgen random - ’ 5 .
. Sccess and sequential files? ) K
5y . \ \ -~ .
N Use BASIC statements to code 9.81 Code and run a BASIC program
, programsto xead and process that will read and process ’ .
1 % . | data from sequential disk files? - data from a sequential disk
N ) . ~ - ! ‘ file? -
» b ¥
\ Use BASICtstate‘z;ent;to code 9.82 Code and a BASIC .
' ; grograflms .° read an p;oggs; filesa jprogram that will read and N
2 atarwrom random access dis es?], process data from a random
- 1
Q . . y access disk file? ’1 .
. /\ K » ¢
, 7
. Lt -, » t * \l
. - \ ! it
» / K r\ - . N » Y )
. -
-~ - . - * ;
] X e
. » h * N « D
- ~ ! p‘ - M
. = ' a' ‘ ' - —
‘ . A 4 * . ' . i 8 D 6 )t
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Topical Outline

Enabling Competencies

e

Terminal. Competenaes

¢

10. - UNIT RECORDS

10:1 Cagds . R

. -

.80-column

CAN THE STUDENT: ¥ )

T~ \

/State purpose of corner cut;

color stripe, and solid color
cards? - ) '

Identify numbers and locations
of columns,‘rows, and punching
positions using the Hollerith
code? ]

N

'Identify edges and faces:of
cards?

zing blank cards and a péncil,

rk digits 0 thru 9 on punched
cards? '
. \ b
.Using Blank cards and a pencil,
‘mark letters A-Z on punched h
‘cards? ‘

< [ 4
Using blank cards and a pencil,
mark special characters on
puncheéd cards? s

1 Identify print, punch, zone, and

digit areas?

—

.

10.11

CAN THE STUDENT:

[

Use Hollérith code to

interpret an 80-column .
punched card? -
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BUSINEGS DATA PROCESSING I (6640)

Topical Outline

Enabling Competencies

\

Terminal Competencies

Ref.

-

éﬁrcolumnl

Mark-sensed

Card care

g Card Formats
ﬁﬁmeric fields
Alphabetic/ °

alphanumeric
fields

CAN THE STUDENT: -

Identify the three 32-e§oluﬁm
tiers?

Réadizf-columﬁ cards? ¢
L 4

Identify methods used to record
on mark-sensed cards?

Readlmark-sensed cards?

-

Describe proper care of cards
to prevent tears and warping?

°

Reconstruct damaged cards?

-

Identify the format ‘and use of
numeric fields? .
~

Identify the format and use of
alphabetic/alphanumeric fields?
»

CAN THE STUDENT:

10.12 Interpret a 96-columrf
punched card?
’ »
10.13 -Interpret a mark-sensed

card?

10.14 Compare differenf® types of
cards? °

10.2 Canstruct card formats
illustrating numeric,
aiphabetic, and alphanumeric

. \
fields? v

[ ¥
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‘Topical Outlire Enabling Compétencies Terminal Competégcies Ref.
- ‘ . x \.r' ]
CAN THE STUDENT: oo CAN THE STUDENT:
' 4 / .
. ] )
-~
10.3 cCard Sorter
Numeric sorting Sort decks of cards with numeric 10.3 ate sorter to sequence,
- |, fields in ascending or descending select,. block sort, and
‘ - \ » otagr? . \ merge cards?
) r\ ) * \
Alphabetic sort%ng Sort decks of cards with
. - alphabe fields in specified ¢
: > sequences? *
"Selecting Select specific cards from a ) v
< deck? - ¢ e
Block sorting - Block sort cards and reassemble |
decks in required sequences?
Merging K Sort two decks as a Eerging' fn .
. . operation?
10.4 Reproducer ) Fy
Reproduce * Using source decks and prewired | 10.41 erate reproducer to
" control panels, produce decks'’ duplicate a source deck or
that are identical to source - selected cards? -

decks?
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T

€

10.5

0.6

Integgreter

Collétor

¢ g

Sequence check

Match/merge
Merée

- - Select’

Py 1

CAN THE STUDENT:

’U31ng deta11 decks, master cards,
‘and prewired panels, punch current
“data in cards?

Using prewired panels, interpret
decks of cifds?

-

s »

= -
-o»* -+
L

v '

-

Using decks of punched cards .
and prewired cdntrol .pane
.sequence check decks Qg/éizgé?'
Using decks of punched cards
and prewired control panels,
matchcards from two f11es?
Uslng decks of cards and
prewired control panels, match/
merge two files?: J
Using decks of cards and

prewired control .panels, merge
two files of cards? . .

«.Using decks of cards; prewired
| control panels, and job
instructions, select specified
i cards from files? .

<
CAN THE STUDENT:

®
10.42 Operate reproducer to
gangpunch data?
10.5 Operate 1nterpreter to print
information on cards?
10.6 Operate collator to match,‘

match/me
N i?leCt ca

mérge, and
s? ’

.
e
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Topical Outlina
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Enabling Competencies

ol

Terminal Competenc ies

Ref .

”

10.7 card Jams

*CAN THE ‘STUDENT:

Clear card jams in unit recoxnd
equipment without damage to the!
equipmént or cards?

a

‘

CAN THE STUDENT:

10.7 Clear card jamg and recon-
struct Yamaged cards? )

- .”) .
A » ‘ [
¢ & :
)
- .
( \ ™ . . 4
: .
-
- = ad ° . A b £l
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.
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Topical Ouﬁl;ne - ) Personal Eaployability Competencies

S J

. - DOES' THE STUDENT:

~

11.  PERSONAL EMPLOYABILITY
SKILLS AND KNOWLEDGES.- .

r e

«11.1 . Future Business Leaders 11.1 Join and part1c1pate in local, reglonal, and state activities
<« ., of America of the Future Business Leaders of Amer1ca° o
- . ]

d1.2 . Human Relations! Skills

»

.
~

Office behavior "11.21 Exhibit the attitudes and work habits necessary for good peer
| : . and employee/employer relations?

&

1

Self-discipline k 11.22 Exhibit self-control, persi'stenge; and 1n1t1at1ve in completing
. ( assignments on time? T

?
-

11.23. Accept constructive criticism in a positive manner?

Responsibility ) 11.24 Exhibit traits associated with respons1b111ty including brlnglng
' ’ appropriate materials to class, productive use of time, and
economic use of supplies? <.
Low . )
11.25 Demonstrate ability to identify personal responsibilities ~
within a group ?ssignment and fbllow through to completion?

v

» - »
Self-evaluation é{ -11.26 -Evaluate personal work habits and attitudes?

t

Attendance ang pdnctualit *11.%7 Maintain regular and prompt -attendance?

]‘ » -

Following inst ions 11.28 Fqllow oral or written 1nstruct10ns in the completion of
N . ‘ : assigned tasks? . | | e

\

AppearaECe and grooming 11. 29 Exhibit good grooming, and appropriate attire for work accordlng

", to office standards? . v*;l '

P .
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Topical Outl-Ze Personal Employability Competencies N
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DOES THE STUDENT: :
"11.3 Job-Seeking Skills . o p
. i ) " N ]
. Employment cpportunities 11.31 List sources ofrinformation for -employment opportunities?
Rself-analysis 11.32 Identify personal strengths, weakneéses: and ambitions and
. match them with job opportunities? . .
2 Resume. 11.33 Prepare 3, typewritten resume to present applicant favorably?
¢ Forms 11.34 Prepare handwritteén and typewritten application forms’ to present
applicant favorably? .
Letters ;: 11.35 Compose and typewrite acceptable appliéation letters?
Job interview 11.36 Demonstrate acceptable\behagiyr during a simulated job =, T
. interview? , :
. . - . - ‘
Follow-up, 11.37 Compose and typewrite a positive and appropriate’follow-up
' - letter? '
. ' ' 11.38° Identifjﬁbther appropriate follow-up procedures including
telég?rning and sending additional correspondence?
te .- : .
:11.4  Qrganizational Skills .
,-- ‘&tation . . 11.41 Keep the area in and around the work station uncluttered?
/ o 4 ’ - 3
/ ' , - .
e Task J 11.42 Assemble supplies and information necessary to complete
’ assiigned tasks? X
- .
Work priorities 11.43 ©Plan work efficiently to meet deadlines?’ }
o : : N7 ) .
' 11.44 oOrganize work materials for best use of time?
y. N LI : . IIB-31
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‘Topical OQutline

/ L
Personal Emplovability Competencies

11.5- Communication Skills

\._“_\ -

© [ ¢
- i

DOES THE STUDENT: ( .

11.51 Demonstrate effective oral cpommunications skills necessary in
a data processing environment? ‘

4

b 4

-

-

11.52 Dpemonstrate telephone communications skills necessary in a,

data processing enviromnment ’ ¥
. ~ - . \‘
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BUSINESS DATA PROCESSING II (6650)

—_— . .
~— 3

Grade Level: 12 ) . 7 Prequisites: Business Data
| - ’ o Processing I

- Business Data Processing II is a double-period occu\htiﬁn‘al preparation course offered at the twelfth-grade
level. Emphasis is placed on electronic data processing and writing programs. COBOL and other programming
languages are taught. As part of the course, provision is made for hands-on operation of computer equipment.
Accounting systems serve as the basis for instruection. Business systems and organizations are included in

- the instruction. Skills are "developed through simulations of data processing work flow and related work

experiences.

-

The following skill areas are included in Business Data Processing II: . - ' o
SKILL AREA 1 - COMPUTER CLASSIFICATIONS AND HARDWARE ~ ° SKILL AREA 5 - Im/;l’m DEVICES
1.1 Types . " . 5.1 Basic
3.2  Components . ¢ . . 5.2 - Special Purpose
SKILL AREA 2 - COMPUTER OPERATIONS : SKILL AREA 6 - PROGRAMMING LANGUAGE: COBOL '
‘ 2.1 Power Up ’ . . 6.1 Introduction
2.2 Daily Operations - - . 6.2 simple Listing- Program
2.3 Operate,.Monitor, and Control 6.3 Arithmetic Verbs
" 2.4 PowerDown., . . . - ' 6.4 COMPUTE Statement
. . - . 6.5, Compare !
SKILL AREA 3 - DATA COMMUNICATIONS ‘ - 6.6 Report Headings
. ~ 3.1- Basic Components . . 6.7% Totals /
’ 3.2 Off-Line ¥.8 Single-Level Tables S
LU 3.3  On-Line ;
3.4 Real-Time SKILL AREA 7 .~ PROGRAMMING LANGUAGE- _RPG
- 3.5 Time Sharing .| . R 7.1 Characteristics y
'3.6° Distributed Processing ‘ ; 7.2 Simple Listing Proqram )
. L 7.3 Report Head gs ey
KILL AR#A 4 - EVOLUTION, USE, AND IMPACT OF COMPUTERS | 7.4 Calculatioms. ./ = 7 /-
i 4.1 Hardware Generations oo { ’\2 7.5 Compare K//7 /\: ‘,/’f 1,
4.2 4software Development ( 7.6 Totals - : ‘
4.3 Manufacturers , i e <~ 1.7 Sequence Checking/Muﬂ.tiple Record
| 4.4 Users . ‘ ’ N °  fTypes
I 4.5 Impact on*Society ; . L 7.8 Single-Level 'rables . "
I 4.6 .Social Issues S 5 - ) g Y L
ﬂ , | " . Irc-1
o - ‘ o . U J
R LA o - ‘ 103




.. * SKILL AREA 8 - SECONDARY STORAGE ,
8.1 File Organization and Access Methods
. ’ . 8.2 ~Magnetic Tapes
: . . 8.3 Magnetic Disks
\ 8.4 Mass Storage Devices

9 - SOFTWARE COMPONENTS
9.1 Systems Software

9.2 Applications Software
9.3 Language Selection

SKILL AREA 10 - PERSONAL" EMPIDYABILITY SKILLS AND KNOWLEDGES
+ 10.1 Future Business Leaders of America -
10.2 BRuman Relations Skills
. 10.3 Job-Seeking Skills
. 10.4 Or?anizational Skills .

~ 104 v/ ' .
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T(bpical Cutline Enabling \,ompetgncus. i Terminal Competencies Ref.
f ‘ CAN THEE STUDENT: . CAN THE STUDENT: 2
1. COMPUTER CLASSIFIGA~| ° ’ .
TIONS AND HARDWARE | , K ’ ¥ B
) . * . ! ’ . \' 4 s" R . d
1.1° Types B , '
Analog Describe how an analog computer =~ |1.11 Illustrate the uge of digital,
works and give an illustration Ofsmtn -analog, hybrid, and special
. its use? .and general purpose computers?
Digital - [Describe how a digital computer . .
works apd give an inustx:ation of 2
o its use? »—:
”  Hybrid B Describe the characteristics of a .
. . hybrid computer and give an
il-lust:ra}:ion ‘of its use?
Special and general | Differentiate between special and
purpose general purpose computers and give - ) '
X illustrations of their tse? . °
Micro, mini, and List the major characteristics of [1.12 Distin;;uish between micro-,
main-frame . mitro-, mini-, sman-.to-mégitm _ mini-, sman-to-medium main-
mai_n-frame, and large-scale frame, and large-scale
% - computers? - . computers? , ]
“~ - 4 ' 4
- L . | |
Rank computer systems based on , ‘ |
‘ “price ranges? - X ,
. 4 A - LN 1
\ 4 | {
‘ ,/ ( ¢ \ . ¢
: ] _— 'y — - . e . - - — e e b ——— e
/ - . X 1 O b nc-a .
105 ‘ R
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~

CAN THE STUDENT:
\d . .

\Differentiate between off-line and
on-line devices? :
Differemftiate between data '
Preparatio devicels and input
devices?

Explain the functibn of the TPU?

List components of the CPU and
describe how they interrelate?

’ Disting(ish between primary and
secondary storage?

List §ec6ndary_ storage devices?

List and explain the operation of
the most“common output devices?

CAN THE STUDENT : v

. computer system?

~

e o s -

2.

2.1

a

COMPUTER OPERATIONS

Power .Up

i -
~

Follow correct sequence to power

up- computer and I/0 devices?
v, I .

. peripheral deVices?

) ‘ ~

, Determine me_dia: needed /ahd mount on

2.1 Powér up computer and I/O
devices, initial program load,
. and prepare computer for daily’
‘operations? }

L]

-

. continugus forms into the printer?

Determine' dnd-load appropriate type;,

1.2 List and briefly exyplain the |
o basic hardwaxec/mgnents of a

413, 17, !

DPO 68,

87, 108 :
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Tppical Outline Ena:bling Competencles ' Terminal Competencies Rc.:f.
~ CAN THE STUDENT: CAN THE STUDENT:
' ) , Follow initial program load :
procedure? .
2.2 Daily 'O;Seratmns Prepare peripheral devices for a 2.2 Prepare the computer DPO 72,
.| specific job? ‘for processing specific types 1102,
TN . . . * of jobs? » - 105,
‘ Identify and load the proper foEms ' _po7,
. ’ . and carriage tapes in the-printer? 109,
» | ~
. e - . - | d * 114'
‘. . ~ | Determine files required and mount , ~ 16, -
” “1 the .disc pack or tape on the. - 120
| . + | proper unit?
) c Select and set up the proper
e ’ job-control language. A Y
- e ; complle COBOL ARPG Programs? .. ) ’
\ ’ = I use utility®programs, - )
\‘_ , .use locally prepared programs? . : , . '
- |\ .program in BASIC? A
Operate, Monitor, Use operator's manuals? 2.3 Operate', monitor, and r  3{pPO 70,
, and Gontrol Coe ' control the electronic 79, 81,
g o : . Read cards into the system? computer and its peripheral 88, 89,
e /' . \ equipment? 20, 92,
) i Interpret the display lights on ; ‘ 93, 95,
. S " the.computer? A ' 96, 98, !
* L : s M 104' {
5 Determine steps in running a job? | | 113, ,
I 1 &y .
Communicate with the computer Cos . !iég' i
"¢ A through the console? ~ 5 21 " 2'
L - . ——— . -
¥ AN . . 1IC~5
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Ref.

.| Remove output from peripheral
devices, label, and 'store in proper

,QAN THE STUDENT:
‘Detect abnormal job t&rminations?
.~ kY

Detect and log machine malfunctiong
and take appropriate action?

. Change media when necessary?

Perfo!% halt/restart and error/
start procedures?

‘Adjust- printer controls to obtaiﬂ:
optimum print quality and align-
.meng?

Check output material against
job specifications?

. place?
Check job-eontroi gtatemehts
agaifist job specifications?

Separate multi-pert forms?
,Maintain a record of equipment
usage? - 4{~

Place files in’ correct storage

-

locatrons? , . ]

CAN THE STUDENT:

2.32 Perform basic housekeeping
functions?

. a
.

ek
N
&0
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Topical Outline Enabling Competencies ~ . Terminal Ccmpetencies "1 Ref.
N . 4
LU CAN THE STUDENT: : . CAN THE STUDENT: . - {
2.4 Power Down Copy automated machine log into the 2\4. Secure the computer and 1I/0 - | DPO 156
. summary log file and print daily deyvices at the end of ‘
information? ;Lrations?
5 L s Follow sequence and procedures to | . . . .. . ... _ - - - - -
“| power :down the I/0 devices and : N
- the computers?- :
ra ——— e ——— - —— — ————
N . A
3. DATA COMMUNICATIONS | Tt o
~ - ' . . : ° )
3.1 Basic Components 3
, Terminals - Desc\ibe different types of 3.11 Discuss the principle of data A
- i ) terminals use data communica- communications?
. tions? .. - . | <
. . ' o ’ D) \?\.
*  Modems '’ + | Discuss modem modulation and ~ .
demodulation? ) ) - '
- Communication lines .List'basic,types of communication |3.12 Identify basic components
\ lines used in data communications? needed for data communications? |
'R ¢ - .
. 3.2 Off-Line: Sketch and label the components of 3 21 Explain the functions of an L P .
"+ |.off-line- systems? . off line communication sys em? Coa /!
%ﬂﬁ - - . ExplainAneed for a terminil on "13.22 Sketch the components needed
. “ . { both ends df communication lines? for an off-line communxcation :
: - -k system? R
. ' Explain why a duplxcate copy of the| - v
: batch occurs? - . BRI }
! . | " y " l : ! .
R : J 114 1107
r . § “ - * P
v \9,

’
2
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. 'Topi;i:al OQutline. | . Enabling COmpetchLes 'rermfna] Competencies Ref. Lf
CAN THE STUDENT: ' @AN THE STUDENT: )
‘ List advantages and disadvantages’ '
£ . |of an off-line communication
. h t . S
system? ' ¢
3.3 _On-Line - Sketch and label the components of | 3.31 Explain the functions of an ’ 1
o on-line systems? . on~line communication
N .. system?
. ‘ L ‘ , - . ' ) >
Explain why a terminal is not 3.32 sketch the components needed >
A needed at the_ computer site? ' for an on-line communication
, ' < , system? )
3 Expla:.n need for secondary storage . ) ¢
‘ media? >
List_ the advantages and disadvan- . . )
. . tages of an on-line system? .
3.4 'Real-Time |[Explain batch processing? ) 3.41 - Di.scusss the operation of a
) - . ) - . real-time -system? .
Identify characteristics of real-. =
o - time systems? N 3.42 List’ two advantages afd two
4 . * disadvantages of real-time . )
List .advantages and disadventages systems? 3
* of real-time data. processing? p
3.5 Time Sharing Discuss computer time gharing? < - i 3.5 Dis‘ct:lssT/the operation of a -
o . i i time-sharing system? . .
N Explain  how éo§t of sharing RE RS A . P :
computer time is calculated? : ) / . ‘ i
L\. ) - ¢ ; ‘. .' - . , 'ﬂ“ 1 . :
S N 1 . \ - i ° by _ ’ i
- . ) b, A "%
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Topical Outline , -+ . Enabling Comgetencies * 'rexmmal Competencies Ref. ,
ST ) ' CAN THE STUDENT: ) .| CAN THE%?{'UDENT ‘ i}
"‘ ’ > . 4 4
1 . v ' List advantaqes "and disadvantages .
- ’ of sharing a conputer? . . ] .
Id 0 . . - s - R R . - - =" - S
= 3.6 ~ Distributed ’ Ceupare st:and-alone computer 3. 61 Discuss diattibuted processinq
R > © Processing o systens 3nd ne'tworks? ) . aysteas? ] ‘.
o e SR B
: e 7 ® o List advantages of a distrﬂmted , 3.62 List two advantages and two .
— ’ ) « = | processing network? . * disadvantages of a distributed
. . . ) * processing system? -
S, ' List- problens of distributed ' . . .o
ptoe@ssinq tysgeu? v - . . ’
oot A S ‘ ) 'l . Y ; . \' ‘ - ““ ~,-'§ ‘
. +4.  EVOLUTION, USE, AND N ' B ;_f’{g
e IMPACT OF COMPUTERS | < v ‘ o 1 '
4.1 : Hardware Generations Describe -the contributions of 4. 11 D{scuss five major historical T
) . . Charles Babbage the modern. g developments in the evolution + .
. conputet? . R »*oﬁ =the computer? : T
» J— ¥ \ . > \ . ,\ 5‘ ] . ,
e L. \ Discuss the significance of the . 4.12. Dis'cuas the operation and -
i ) followinq oompqter systems . ) . development of computers asg: -
o . L -t . < . "+ 4 .they relate to hardware . -
ER S “ - . Maxk‘I Coe - generations?
. - o £ . ENIAC ’ .
P EDVAC/EDSAC . i . R ; . i
i . B UNIVAC ~ ! . - .0 { - - : . : . ? bl
- ‘ 7 . Im 3602" : & ); .
- ~ ' 'LDesctibe the’ unique operational : i i
) Y B characteristics of .each hardware | ! oL .
P PR . : generation? . | R

jom , . . W
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1 X - . \
4.2 sdftware Development| Relate the development of computexr] 4.2 Discess the &evelopment of
o software to the hardware genera- ‘ computer software as it relates
. tions? s _to the hardware generations?
. Explain the difference between ° R i
systems software and applications
goftware? i .
L
@ Discuss the significance of the . e
- S following developments X
symbolic programing
high-level progrming
operating systems .
application packages? ' .
4.3 Manufacturers List major manufacturers of . 4.31 List five major manufacturers
’ medium~ to large-scale compitter of medium- to large-scale
systems? computer systems? )
List companies that specialize 4.32 List two major manufacturers
~ in mini-computers? of minivoouiputers?
N Name manufacturers of micro- 4.33 List two major manufacturers
, computer systems? of micro-computers? e b
s .
. &
' 3 -~ v p , i
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Users

Government *

Business

»

CAN THE STUDENT:
Dy .

Discuss major computerized
agplications used by governments?

Discuss the use of computers in
the management of business?

tions that are computerized?

Identify office systems that are’
computerized?

List four ways that banks use
computers?

-

- A ’
Give eXamples of the use BF
‘computers’ in the following -
[ “industries: :

- %
petroleum .
automotive .

" manufacturing )
research? )

List consumer uses of computers
* in or from the home?

List typical accouriting applica-’

CAN THE STUDENT:

‘4,41 Identify two computerized
applications in government?.

4,42, Ideﬁfify four computerized
applications in business?

4.43 Identify four computerized
" applications in industry?
s

3

’

4:44 Identify two computerized
applications in the home?

&G
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.

4.5 ct on’

. Society

1

4.6 -Social Issues

£

-

.- #
CAN THE STUDENT:
Explain how computers are affect-
ing the following areas of
society:
energy
medicine
law enforcement
retailing
education
‘transportation?

Explain common misconceptions and
myths related to the computer?

.

Discuss the use of conputers'and
the Privacy Act of 1974?

Discuss computer crime and fiaud?

‘e
v

v

CAN THE STUDENT:

4.5

4.61

-

. Explain for four areas of

society how each is affected
by computers?

. <~
Identify three common mis-
conceptions_and myths
related to the computer?

For three case situations,

describe violations of
privacy, fraudulent or .
criminal uses of computers?

5.  INPUT/OUTPUT

5.1

-
)

° - o

Describe the qenefal functions of
the following as I/0 devices:

.

5.1

List seven common I/0 devices
and describe their functions?
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by

‘e

CAN THE STUDENT:

ptinter\
cayd reader .
punch
magriatic tape unit
including tape cassette
magnetic disk unit includind
hard and floppy disks ¢ /
paper tape unit
cathode ray tube with keyboard
teletypewritex?

Describe the general functions of
"the following I/0 devices:
optical character reader
optical mark-reader
magnetic ink character
recognition unit
light pen
audio pen
andio response unit
plotter
computer output microfilm
unit .
point of sale/transaction '
device? -

CAN THE STUDENT:

5.2

List five special pufpose
1/0 devices and describe

their functions?
4 . -

26

IIC-13
3
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6.1

N

PROGRAMMING

-LANGUAGE :

" Introduction

COBOL

-

4

6,2 . ,Simple Listing

Program

6.3  Arithmetic Verbs

o ***‘hw.ﬁaye‘y
s

CAN THE STUDENT: -

= B

;denfify pirtg of COBOL coding
* forms? ,

Use sample programs to 'identify the
elements and describe the functions
of the four divisions of CoBOL

programg?

N

List the rules for data names?

Define and identify typical COBOL
reserve words? '

{ Describe important aspects of the .

structured method of programming?

Develop, code, and run 80-80 list
reports? : -

Code COBOL statements using proper
size fiélds for the four basic

{ arithmetic operations? .

Identify -COBOL editing functions
for output? °

——

CAN THE STUDENT:

6.11

Explain the structure and

- syntax of ‘a simple COBOL"

6.12

6.2

6.3

¢

listing program?

Explain the séructured pro-

gramming approach for
constructing a program?

N

] .
Develop, code, and run

a COBOL program that will
produce an 80-80 list report?
-

Revise and update’an 80-80
list program to include one
or more arithmetic statements
and several common editing °

fhnptions?,
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CAN THE STUDENT: CAN THE STUDENT: T £

i

~

6.4 COMPUTE statement

~

_operations?

d3

Write PICTURE clauses for the
following editing fuhctions:
decimal point insertion.
floating dollar sign
zero suppression
plus apd minus sign insertion
CR and DB symbol
“blank ihsertion? )

5
-
.

Define the use of a literal?
Identify arithmetic operators?

Identify the‘hierarchy of

Write COMPUTE statements?

Identify the logical 5pera%ors?
. i)

-

<

A

6.4 Use COMPUTE statements to
revise a program with arith-
metic operations?

» b 4

hd - .

Y

- - I}
o

6.51. Code and run'a program using
appropriate statements to

IQentify the relational . compare sets of data? .
operators? ‘ *
Define sign tests and class téstst - ' — ° ',

wWrite statements for COBOL sign
tests and class tests?

Define the logic needed for
nested IF statements? ‘ -

using
s for

6.52 Code and run aygrog
nested IF stat
comparisons? ~

11
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CAN THE STUDENT:

Code several nested IF statements?

Define condition names? ’

¢ »

.|Write COBOL statements to create
heading routines?

Write statenents that will generat
a final total? *

Identify minor, intermediate, and
final totals on computer printouts

bef.ine control break?

¢

Explain the logic of a minor total
routine?

Code, statements to define tables in
‘ uorking—storage?

Explain loading a table?

Exptadn table searches using.
indexing?

!xphin table searches using
subacripting?

Write correct COBOL statements for

the SEARCH and SEARCH ALL verbs?

CAN THE STUDENT:,

3

)

{

6. 53 Code and run a program using
condition names? 0

6.6 Code and run a program with
a heading routine?

6.71 Cede and run a program using
the proper statements to
produce final tetals?

6.72 CodeandrunaCOBOLprogran
« with minor and final totals?

<

6.81 Develop, code, and run a
COBOL program with a4 single-~
- level table using mdexing?

6.82 Develop, code, and run a
COBOL program with a single-
level table using
subscripting?

1]

131
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Topical Outlir.e’ Enabling Competencies Terminal Campetgncies REf.
CAN THE STUDENT: CAN THE STUDENT:
Distinquish between binary and .
sequential searches? .
7,  PROGRAMMING i
.~ LANGUAGE: RPG ’ |
7.1 Characteristics Differentiate between job-oriented|/7.1 Compare RPG programming / |
. : and procedure-oriented languages? language to other common : f
: . ; business programming languages?
Describe RPG's automitic fixed !
logic and the basic order in
which RPG executes?
~ .List the different RPG cpding - ~
sheets and explain the purpose
of each? ,
Explain the purpose and use of =
indicators; .
7.2 Simple Listing List basic ipput/output media and | 7.2 Write and rum an RPG program
Program . name the devise ,used in RPG for . to provide a simple listing?
' each? o :
) Code file and field names ac‘cord-
ing to RPG rules?
Define entries used to set up }
alphanumeric and numeric fields? ’
Distinguish between heading and )
detail output lines? . . ’
N . 1IC-17
Cid . 1 34
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- 7
‘ N CAN THE STUDENT: * ‘o CAN THE STUDENT: '
? . ; ‘|Explain the difference between
N , SPACE before/after and SKIP
before/after?
. : &
“ Edit a report using edit words
' or edi.t; codes?
T ‘ N .
' " | Explain the purpose and use of’
- reserved words? - .
7.3 RaEr't Headings Write a_routine to print headings? 7.3 Write a progr;u—nwﬂt; create a
h . . , report using headings?
[} e [ 3 R
7.4 Calculatiens Use RPG statements with proper size| 7.4 Write and run an RPG program
N . |fields to solve addition, sub- using basic calculation
. .o ’ traction, multiplication and statements?
_ s T . {division problems? :
. Use literals with calculation ) b -
v < Tstatements? \
\—’I:S m auake decisionq in .an RPG program, {75 Write and run an RPG program
. ‘and based on -those decisions, using compare statemerits?
execute other statements?
\' 7.6 "'lbtali R - Code statements that wiu qenerate 7.6:@ Write and run an RPG program -
) ) a final total and print a total _ ] . to create a final total line '
- line? ¢ ) ‘ on .a report?
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a

CAN THE STUDENT: * '

Differentiate between detail-time

CAN“THE STUDENT:

7.62 Write and run an RPG program |

- .« + | and total-time calculations? to calculate and print minor,
s ' intermediate, and fingl totals?
". | Differentiate between detail-timé
and total-time p:inting? )
{
Code to produc single ahd o
multiple. contro breaks with . .
' related total liqes? ( T
7.7 Sequence Checking/ | Check an 1nput file in ascending 7.7 Write and run an RPG program °
Multiple Recokd or descending order? ) . to check a file for an’
Types # =~ 'Bscefidiifi§/descending and/or a
. ° Code for a ﬁle with more than one ~particular drder of records?
" record type?. v
’ \/ . Given the layout of the input *
TS file, the different record layouts,
'l quantity and the sequence of each > '
record type, write the RPG
atements to describe the file~ | ;
" / d assure that the ruacords are ’
P exr?
g . a7 ) N
7.’8 Single-lLevel Tables | Explain the p S 7.8 . Write and run an RPG program
~ ) single-level PG? that will produce and process

Distinguish heétween" compile-
time and pre-execution-time tables?

a single-level table?

“n
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. = 4
.CAN THE STUDENT: CAN THE STUDENT:
‘Use RPG statements to code a.
.program to produce single-level \
tables? L.
Locate and print table items?
- - - - 8 s e o s o T e O e s O e e 0 s O S — ——teee -
8.  SECONDARY STORAGE '
Vi N N N N . \
8.1 File Organization Explain sequential processing of (8.11 Compare sequential and random \
and Access Methods data? . L file organization?
Explain sequential organization 8.12 Compare direct access to )
of files? \ sequential access files?
Explain random processing of 8.13 Explain two methods of direct

=processing?\\

data?

Explain random organization of
files?

Contrast batch’ and real-time
Describe the need for df&ect
access processing?

Explain the concepts of ISAM and
VSAM as direct. access methods?

access?

-

1

e

0
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-

CAN THE STUDENT: - CAN THE STUDENT: ¢
8.2 \Haggetic 'i'aEs Identify th;” physical. properties 8.2 Describe the use of magnetic
) of magnetic tape including: " tape as a secondary ‘storage

o . device? .
sizes reflective spots .
lengths channels
reels o bytes
cartridges labels

: density?

Explain data storage and retrieval
on tape including parity checking
and record blocking?

List advantages and disadvantages .
of nggnetic tapes? .

Describe security precautions N o

«
including the read-write ring? .S Ut )

8.3 Identify the-physical properties 8.3 6.:«::51; the use of magnetic-
. of magnetic disks including: ] d:lsksé‘aq\a secondary storage
platters density ‘ device? .
channels  cylinders . : \
tracks . Qvollne? ' '

Explain data storage and retrieval
on disks including the read-write
heads, parity checking, record 1
blocking, and labels?

N

&
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Mass storage
Devices

CAN THE STUDENT:

List advanthel‘and disadvantages
of disk storage?

List advantages and disadvantaqes
of magnetic drum storaqe? ’

L:lst advantages and disadvantaqea>
of data cell storage?

Describe mass storage cartridqe
systems?

—p B
o

O]

A

- N
CA§ THE STUDENT:

-

8.4 Describe the use f‘thjLe
types of mass stgrage devices?

o~

_. Systems Software

operating system?

Describe the purpose of data
manaqmnt software?

Explain control programs” and
theix pnrpous?

Describe functions of language.,
translators?

Describe the purpose of utiuty .
aott:vu'e? e

Cs
Explain the function of a computer

SN

9.11 Explain three types of
systems software?

"

9.12 Explain two types of utility
software?

-

X

. &
9.13 Describe ‘the function of a
computer operating system?

143

~. 144
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. }Hean THE sTupENT: CAN THE STUDENT:
List automatic operations performed }9.14 1Identify two common operating
by operating system? systems in use today?
- Explain control and monitoring: ,
-/ furictions of the operating system? ™ ‘
¢
Identify operating systems used ’
_ by major manufacturers?
9.2 Applications Software|Defirie application programming? ’
Systems —Identiﬁ_ﬁbjeet—ives—of~an-inventorr -%Hw?taﬁ—fsystmrflmmt‘cf -an, T
’ management system? inventory management system, *
P . . discuss the operation of the 5
" Describe the uses of reports system? ' 1s
. ' produc¢ed by an inventory management ~
system? ' * ¢ 9.22 From a systems flowchart of an
. ’ . accounts payable system, discuss
Identify objectives of an accounts the operation of the system?
\ - payable system? - ' @
> ” . & '
‘ Describe the use of reports produced "
( by an accounts payable system?
u" »
/ R . ’
Packages Explain “the purpose of application ]9.23 Define and give two examples of
' packages including: application packages? 9
management information system >
customer information computer
system )
o reservation system?
“ .
\ \
~ ( [y
‘ © 11C~23
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BUSINESS DATA PROCESSING II (6650)

Toi)ical Outline

’L Enabl ing’ Competencies

. Terminal Competencies

9.3 Language Selection

1.

CAN .THE STUDENT:

Discuss characteristics RPG,

COBOL, Assembler, PL/1, BASYC, and .
Fortran?

¢
Ll

Discuss problem versus procédure-

oriented programming languages?

b
Discuss the differences between
compiler and interpretive languages?

List severa] advantages and dis- °
advantages of the following pro= -
gramming languages? "
COBOL

RPG

PL/1

Portran

Assembler

BASIC?

List additional programming
languages?

CAN THE STUDENT:

9.31 Discuss the.characteristics of
four major programming
languages including advantages
and disadvantages?

T @

.

\
9.32 Identify three additional
programning languages?

I
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T

10.

10.1

¢

10.2

Topical Qutline ,

PERSONAL EMPLOYABILITY |
‘Puture Business Leaders of
‘America

Buman Relations Skills

Office behavior

* Self-discipline

«
B -

Responsibility

%,
Self-evaluation

Attendanbeiand punctuality

Following instructions

Appearance and grooming

-

0.1

10.21
m. 22
10.23
1%4
10.25

10.26

10.27
10.28

10.29

Personal Emplsyability Competencies

-

DOES THE STUDENT: .. s .

.

Join and participate in 10&a1, regional, d state activities of

the Puture Business Leaders of America?

Exhibit the attitudes and work habits necessary for good employee/
employer relation3-in the office?

Exhibit self-control, persistence, and initiative in completing
assignments on time? ~

~

Accept constructive criticism in a positive manner?. o

Exhibit traits associated with responsibility, including
bringing appropriate materials to class, produgtive use of time,
and economic use of supplies?

Evaluate personal work habits and attitudes?

Maintain regular &hd prompt attendance?
Follow oral or written instructions in the completion of assigned
tasks? x ‘ vl
Exhlbit good groominq and appropriate attire for work according
to office standards? \ -

Pl

Demonstrate effective al communication skills necessary in a

data processing environment?
-

IIC-25

=34

e
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< - , BUSINESS DATA PROCESSING II (6650) o ' )
Topical Outline _ Personal Employability Competencies L
c DOES THE STUDENT: . . |
10,3 Jobiseeking skills . - e / i C .

ggployment opportunities

»
s

Self-analysis

Resume -

Forms

Letters

Job interview‘

Follow-up , -

lO'3l Compare and contrast working conditions and advancement
opportunities in various data processing Systems?

10.32 Identify personal skills and trajits and match them with

available job opportunities? \

Prepare a typewritten resume to‘present applicant favorablya,

-

10.33

10.34 Prepare typewritten application forms to present applicant
favorably?
<
10.35 Compose‘and typewrite acceptable application letters? .
10.36 Demonstrate acceptable behavior during a simulated job
interview? . p . ‘ _— -

o
~ ~

10.37 Prepare for the job 'interview by acquiring knowledge about
pany which interested, preparing informaticw” abotit job
requirements, and demonstrating appropriate appeatance and“-
' personal conduct? -
10.39 Use other'appropriate follow-up procedures, "including
telephoning and sending additional correspondence?

£ + "

. .
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} BUSINESS DATA PROCESSING IT' (6650) )
’ Topical Outli:t" ‘ Personal Employability Competencies
7
DOES THE STUDENT:

10.4 .Orjanizational Skills y ‘

Station ‘ ‘10.41 Keep the area in and aiounq the work station uncluttered?
- Task 10.42 A‘s'semble éupplies and inf.oma’tion nécessary to complete - \

N assigned tasks? ° - et
work priorities 10.43 Plan work efficiently to me@:ﬂ -
work evadiation 10.44 - Eviluate own work realistically? . e

153




Grade Level: 11

ik

Prerequisite:a-t Generyl Business
¥ and 'rypewritinq

N

-

Clerical Accounting I is a one-year, double-period occupational preparation course offered at the ileventh-
grade level. FEmphasis is placed on. numerical information processing, recordkeeping, “and basic accouiting

skills, Students are: taught touch opera
ment commonly used in business offices.

skills,

The following skill areas are included in Clerical Accounting I:

Skill Area 1 - ACCOUNTING: ESTABLISH RECORDS
1 Terminology

+2 Beginning Balance Sheet

3 Opening Entry i
4 ‘Corrections .

.

SKkill Area ACCOUNTING: BUSINESS TRANSACTIONS

2 -
2.1 Analyze
2.2 Journalize
" 2.3 Prove . N
2.4 Post .
t

Skill Area V3 -) ACCOUNTING: END-OF-FISCAL PERIOD

Trial Balance

1
3.2 Adjusting Entries
3.3 Complete Worksheet
3.4 Closing Procedures
. }& WFinancial Statements
ﬁ“ % ™
—
135
‘ -

of ten-key calculating machines and are’intrXodyced to equip-.
itional instruction includes business mathematics,, commnica-
tion skills, typewriting skil]'.‘s, data processing, and development of job seeking and personal emgloxabil\ity'_

’ M ' \
X v

< t
4

y' o

Skill Area” 4 - cu'gxm'rmc; MACHINES

- 4.1 ArAthmetic Review
. "4.2 chine Operation
4, 3 Busin&s Applications

~

L 4 . KT N E
'Skill Area 5 - 5 CHECKING ACCOUNTS

" skill Area 6 -

$ 5 .L  Check, Writing.
. 5.2, Endorsements
5.3, -Deposits T
. 5. & .Recontiliatiop «
’ 5.5 Jeurnalize

>

COMMUNICATION SKILLS

6.1  Listening Techniques
6.2° Telephoné Procedures
6.3 Written Communications )

Skill Area- 7 - .
7.1 Teng;nology orT
2.2, Relatj.onships -
) -
el AL B
36

Ha
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MAINTENANCE AND CARE OF OFFICE EQUIPMENT
Calculating Equipment .

Reprographic Equipment .
Keyboazding—squipment§&°

,/ e

PAYROLL . T

Skill Area 10 -

Gross Earnings

Deductions

Net Pay

Records

Disbursements -
. Journal Entries

4 [ N

PURCHASES AND SALES

10.1
0.2

Skill Area 11 -

Processing Forms J
Preparation of Forms
N

REPROGRAPHICS

11.1
11.2
11.3
11.4
11.5

) sxcnx}ea 12 -

Appropriate Use
Terminology

Stencil Preparation
Photocopy Preparation
Machine Operation

12.1
12,2

". " $Kkill Area 13 -

Review
ProductionJ

PERSONAL EMPLOYABILITY SKILLS AND KNOWLEDGES

13.1
13,2
13.3
13.4

A

Futuré Business Leaders of America
Human Relations Skills

Job-Seeking Skills .
Organizational Skills o

. N
J s
TYPEWRITING - .« <//f

*
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.CLERICAYL, ACCOUNTING I (6340)

; . T - :
Topical Outlize Enabling Competencies Terminal Competencies Ref.
. CAN THE STUDENT: ® CAN THE STUDENT:
1, ACCOUNTING: \ » .
ESTABLISH RECORDS . ‘
1.1 Terminology .Definé specific accounting terms, 1°1$ Use acqbuniing terms correctly
. such as asset, liabiljity, capital, as they’occur in oral or
. debit, credit, journals, sotrce written work?
documents, and double entry
" accounting? . . Nt
. . ¢ o 1.’,‘}‘"
1.2 Beginning .Balance Classify items as assets, liabil-|1,2 Correctly prepare a beginning {BAPC 28
Sheet e ities, or capital? * / balance sheq;? L
Solve the accounting equation? «
LN
- A Complete a balance shee including ) /

the heading, asset, liability, b
and capital sections? ) , . '<

1,3 ébening Entry Transfer thevbeginning balance ;;3« *Correctly record and post the |BAPC 28 |

: sheet .information to the general opening entry? '
‘journal in corrett entry form?
Open general ledger accounts by -
recording the account titles and
' assigned numbers? (/

Transfer debit and credit balance%
from opening entry to the genepal .
ledger accounts? - ”

1.4 Corrections Locate errors? e—
COrrect errors using proper tech- r .
niques? )

N . 11D-3

A Y

158

159
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. A CLERICAI;; ACCOUNTING I (6340)
Topical Outlire Enabling;Competencieg . Terminal Competencies Ref. .
7/ N M
‘ _CAN THE STUDENT: CAN THE STUDENT: C
2.  ACCOUNTING: [ ,
BUSINESS
. TRANSACTIONS
2.1 Analyze Label the debit and credit side. 2.1 Correctly debit and credit
: of accounts? accounts for ten transactions
involving increases and
Label the increase and decrease decreases to the accounts?

side of accounts?

Record transactions involying

-—~<\\\\ increases and decreases in income
» and expense accounts?

Pencil foot and compute account

4

¥ balances?
2,2 Journalize Journalize cash transactions in a {2.2 Journalize business trans-- BAPC 8,
E ' two=column general journal and a actions for a period of one. 10, 12,
. *- ' . . i multi-column cash journal? month? 15, 16,
. ' ' o ' A 23, 50,
o ) ) Record cash transactions including 70
L , . ) deposits, checks, petty cash, and ' :
i ' bank charges? .
& Journalize transactions of a . ™
o - merchandising business in a com=-
’ : " | bination:journal and special
- journals? : )
‘ 2,3 Prove Foot and prove the equality of 2.31 Fgot and prove the equality of | BAPC 27
? ' , debits and credits in journals? » debits and credits in one set
. < ‘ of journals? - \

» ' - A

. \ \ 16
Q N ‘ . -7 \ 1
CIRIC @ 0 160 @ - |




CLERICAL ACCOUNTING T (6340)

L\ .
Enabling Comfpetencies

“Terminal Competencieq

~a

" AN THE STUDENT:.

Prove cash by comparxng check
cash Jouznal balance?

Total and rule the journals?

\ s
Post the individual amounts. in ~
the general columns’ to the
accounts in the’ general and sub=-
sidiary ledgers?

Post thg totals of ﬁhe special
columng to the general -ledger?
Indicate proper posting
references? .

' CAY THE STUDENT:
y

, ¢

[~ -
2,32 Prove cash?
hu;ecord or actual cash ba;ance with '

2.4 ‘Post to thé'prober'ledger
accounts for a period of one
month?

3."

3.1 -Trial Bhlance

+ ACCOUNTING:
END=~OF~FISCAL PERIOD

b4

s
\

-the account balances?

¢
¢ '
N~

Foot ledger accounts and‘éamputé

-

A ‘ 3’

-7 ‘ A
Record account balances in trial
balance columns of worksheet and
prove equality of debits and -
credits? ) .

~ .

Follow recognized procedures for~
locating errors. that can cause
trial balances ta be out of
bdlance?

>

" Prepare a trial balance to
prove equality of debits and
clédits posted. to ledger
dccgungs?
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‘ | CLERICAL ACCOUNTING I (6340)

t . s
Topical Outlirsa Enabling Competencies Terminal Competencies Ref.

' C | CAN THE STUDENT: " | cav e sTupENT:
3.2 Adigsting Entries Plan and record adjustments on the|3.21 Accurately record five adjust-
o . co ! worksheet needed to update account -ing entry amounts in proper :
. balances, such as merchandise' columns on worksheet?
( inventory, prepaid amounts, o . : -

- supplies, depreciation, and bad 3.22 Accurately journalize and post |BAPC 9

<
»

3.3 gggplete Worksheet

es

3.4 c108£ng Procedy

debts?

A
Total adjustment columns and provej
equality ;ﬁ debit' ahd credit
totals?
. ‘ . .
Update general ledger accounts by
recording and posting adjusting
entries?

Combine tf(al balance ang adjust-
ment colums and extend {dhe income|
and expense items to the\ income
statemert columns?. \

) <J -
ome statement and
colunns? -

Total the i
balance sheet.

Calculate the net income or the‘
net loss by determining differenci
in income statement/balance

sheet columns? v

Enter income/loss, total, and
rule columns?

Prepare journal entries to clear

the-income, cost, and the expense |,

accounts by transferring their

3.3

five adjusting entries?

A}

~

Accurately complete workshegt

‘to determine amount of income

or loss for a fiscal peri®8?

’
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CLERICAL ACCQUNTING I (6340)

‘Topical Outline

Enabling Competencies .

Terminal Competencies

Ref.

[y { Ay .
3.5 Financial Statements| -

-

" balance?

Income statement

.-

Capital s;agsment

\

Balance sheet

" Prepare balance: sheets from

CAN THE STUDENT:

balances to the income and expense
summary account? -

Prebare a journal entry to trans-
fer the balance of the income and
expense summary account to the
capital account? )

Prepare a journal entry to trans-
fer the balance of the drawing
account to the capital account?

Post the closihg entries: to the
general ledger? .

Prepare a post-c1051ng trial

. .y
<

Prepare income statements from
completed worksheets?

\

Prepare capital statements from
completed worksheets and capital
account information?

-

completed worksheets and capital
statements?

CAN THE STUDENT:

3.41

3.42

3.43

N

Close the ledger by accurately
preparing entries.needed for
summary, capital, and drawing
accounts?

.

Post closing entrie??

Prepare a post-closing trial
balance to prove the equality
of debits and credits posted
to the Qccounts?

Accurately prepare an income
statement from a completed
worksheet?

Accurately prepare a capital
statement from a completed
worksheet‘and capital account
information?

Accurately prepare a balance
sheet from a completed work- -
sheet and capital statement?

Barc 30

BAPC 29

BAPC 31

BAPC 32

~

o

IID-7
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CLERICAL ACCOUNTING I (6340)

2

Topical Outline Enabling Cohpetencies Terminal Competencies Ref.
CAN THE STUDENT: CAN THE STUDENT:
i .
Suppor tiing Apply verification principle. 3.54 Accurately prepare ‘supporting |BAPC 33,
schedules using subsidiary and general schedules for accounts re~ 34, 35.
ledgers to prepare schedules such ceivable, accounts payable, and
as accounts receivable, accounts " cost of goods so0ld?
. payable, and cost of qgoods sold? - LN
Analyze statements Using financial statements, inter- Use the financial statements

pret the condition and progress
of businesses during a fiscal
period?

" CALCULATING
MACHINES

4.

4:Y Arithmetic Review

&

Percentages ,

3.55

of a business to extract five

‘items of information to

determine the condition and
progress of the business?

b4

.

- -

Perform the basic arithmetical

processes of addition, subtrac-
tion, multiplication, and divi-
sion with whole numbers, fractimsq
rand decimals? .

Convert percentages to decimals,
decimals to percentages, and
use correctly in solving problems?

Use interest formulas to compute
simple and compound interest?

Properly. discount a note?

4.1

v
-

Accurately complete 20 mathe-

matical calculations including
addition, subtraction, multi-

plication, and division of

whole numbers, decimals, “and

fractions?
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Topical =@utli-e Enabling Competencies : Terminal Competencies Refs!
" CAN THE STUDENT: CAN THE STUDENT:
, -

Calculate installment interest?
L Y

) Use 60-day method to compute
- interest? .

Discounts Define trade discounts, cash dis-
counts, markups, and markdowns?

Compute trade discounts, cash dis-
counts, markups, and marlMowns?

4.2 !lkhine Operation Operate the machine using proper 4.2 oOperate calculating equipment

fingering? L/ at a minimum rate and with an
° ’ error tolerance acceptable
Use shortcuts and special function|{’ . for employment?
~ keys to increase speed? )
. Use verification techniques to

improve accuracy?

N 4.3 Busines . Compute applications of discounts, | 4.3 ° Accurately compute, verify SSTR 52
, Applications markups, sales tax, commissions, amounts, and obtain ‘totals for
and %Pterest, and campute all items on ten business
extensions? : forms?
N - = ; == TTTmTETEEEL TR TR |
5. CHECKING ACCOUNTS . -
5.1 Check Writing ., . | Use the proper procedures for 5.1 Accurately and legibly com- BAPC 40
writing and recording checks? " plete check stubs and checks

- for five payments?

- “ ’

. ’ . L IID-9
170 . - | . I 2 S

. . "
v
2
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Topical Outline Enabling Competencies Terminal Competencies Ref.
" | cAN THE STUDENT: CAN THE STUDENT: -
5.2 .Bndorunnﬁ Use the blank’ » restrictive, or 5.2 Appropriately endorse five, " {BaPC 72
> ) full method of endorsement as checks? . )
. appropriate for the situation? "
5.3 De ts Prepare deposit llips involving 5.3 Accurately prepare three BAPC 69
checks, currency, and coins to legible deposit slips?
be deposited? \
¢ ) .
5.4 Reconciliation Reconcile bank statements using — ~|5.4 fgp&t. a pimple reconcili=- - _|BAPC 68
. canceled checks, previous recon=- ' ation? - ;
¢ | ciliations, check records or <t
registers, and records of deposits,
. so that the balances on the check
.- - records or registers agree with
- I the bank statement balances? .
5.5 Journalize Journalize the entries resulting 5.5 Correctly journalize entry
from reconciliation of bank from reooncniltion of bank .
statements? statement? ) A
- * ot j
- - ’ (5
6. COMMUNICATION .
SKILLS .
» .
6.1 Listening Demonstrate effective listening
Techniques techniques? . N
6.2 Tele ™ Use basic telephone information
Procedures such as types of service and calls,
: ‘| time zones, types of equipment, 7
) . 7 ax{xd directories? .
) o ) + 7 -1-7 3

@
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/ CLERICAL ACCOUN’I'BQ I (6340)
.
Topical Outlira Enabling Competencies .Terminal Compe}:enc}%s Ref.
< *
CAN THE STUDENT: ‘| CAN THE STUDENT:
. Incoming calls Demonstrate correct procedures for | 6,21 Answer five rout'ine calls, SSTR 68
answering promptly and properly, - give non-confidential-infor-
\ taking messages, and terminating mation, and record messages' -
calls? clearly?. -
- " L . . i .
' Outgoing calls Demonstrate proper procedures for |6.22 Place five simulated local SSTR 69
& ' . placing outgoing local and long " and lofig”distance calls.df:g
distance calls? ° routine nature, using the
. ) directory when necessary?
. ~ .
6.3 Wriften Compose simple business communica- ‘6.3 Compose, -and \typewrite in SSTR 71
*  Communications tions using’ correct grammar, ap- mailable form simple business |
o propriate references, and letter correspondence for three given
" writing principles? situations?
7. DATA PROCESSING . % .
7.1 Terminology Define basic data proéessing terms?) 7.1‘ Use data processing ‘terms
: 4 — correctly as they occur in
N oral or written work? .,
7.2 Relationships Explain the importance of elec=- 7.21 Identi‘\f\y the effects of
tronic data processing as it . electronic data processing
relates to accounting? ," on accounting wqu?
Trace the flow of work between 7.21’2 Describe the ‘relationgip that
. the accounting department and the _ exists between a_computier ¢ e
computer center? ) ¢ center and an acGounting .
“ dep';rtment? " « .
AR [
) \ . a7 1Ip-11
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. * Topical Qutline ‘Enabling Competencies Terminal Competencies R ef .
‘. oo - K )
. L > e CAN THE STUDENT: {| caN THE STUDENT: P
Y . . ! .
"% 1 8. “<MAINTENANCE AND CARH . :
~ ./'&. - - OF. OFFICE EQUIPMENT, ) « .
L1 831 Calggéatlng . Change the ribbon, replace the 8.1 Change the fibbon,'replace SSTR 41
I 53 ggg pmen . paper tape, afid make mihor machine the paper tape, and make.minor
L. e ) . .L,adjusthents? ) . machine adjustments?
T« ' ' N r = < > ' - s
~; | 8.2 Reprographic *! Clean, replace pads, and make 8.2 Clean, replace pads, and hake |SSTR 41
" ' gggiggent Y& minor.machine adjustments? minor machine adjustments?
o I Kexboarding ] Clean kegs or element and remove 8.3 Clean keys or element and SSTR 41| - ..
Equipment dust, change ribbon,. and make remove dust, change ribbon, -
) s ‘. mathine adjustments? . and make machine adjustments? |* /
.3 —_ — == : —————— P S B
4 9. rpaveoLp . v - Q . .
N . . L3 ‘ e
. 9.1 Grosé;ﬁgrnings "Compute gross earnings for employ-| 9.1 Accurately compute five net BAPC 60
S, ees who receive salaries, hourly’ pay amounts including calcu- . |63
. . . J earpings includxng overtzme, and/ lation of gross earnings and
LI N ' ot commzsszons?' deductions?
S . 2
#» | 9.2 Deductions Compute required and .voluntary 9.2 Accurately complete and ver- BAPC 60
- ‘déductions using charts and by ify payrpll for five employees| 62 .
. * ) computations? . when given time cards, payroll
: : ’ register, and individual .
) N ) - ﬁ employee earnings records? )
i I N .‘ ”‘- ) » -~ . -
9.3" Net Pay . Compute net pay? . .
P
B 9.4 Records Record payroll computations in a 9
) payroll register arnd on the -,
i . hc . ‘ q - * .
. ' ‘.. - I °17l7 ‘
176 o 4 ’--7 “ . ' s < '
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CLERICAL ACCOUNTING
L
‘L\\“pri;gl Outlirs Enabling Competencies . Terminal Competencieé g 1l Ref.
Shduiy : s LN
L \\>\\\\ .
- CAN THE STUDENT: CAN THE STUDENT:
, | employees! individual earnings
* records? . . N
) - L} . e ' * ’ M )
9.5 Disbursements Compute a payroll change sheet and {9.5 Accurately prepare five pay BAPC 64
cash slips for disbutrsing,cash- vouchers or cash slips from
A payroll? ) payroll records?
- . {
K - Prep;g‘ Sucher checks? . “ -
- 9.6 Journal Entrijes Journalize and post the”entries 9 61 Accuratéiy journalize and post BAPC 24
for payroll. including wage and ' éntries for payroll including
.salary e nses, employee. Federal *wage and salary expenses, *
: Insurance Contributions Act (FICA) employee FICA taxes, federal -
taxes, employee ‘income taxes, and income taxes, state’ income '
° other deductions? . A _ ‘taxes, and other, deductions’-
\ . ) / - . . ]
. Calculate," journalize, and post 9. si Accurately journalize and BAPC 14
| ’ the entrie’s for. employer FICA, post entries for the employer -
‘ State Unemployment Tax Act (SUTA), FICA, FUTA, and SUTA taxes?
and Federal Unemployment Tax Act | ) 4
A (FUTA) taxes®? / - ?
~ ;_{ - 3 o - 2 rY
* \J et
110,  PURCHASES AND SALES | * v ' f . BRI
~ ‘ i v /\‘ . . .
10.1 Processing Forms Identify steps jin processing 10.11 Select appropriate purchases
. o purchases and sales forms? and sales forms for five .’
. . - ' ' transhttions?
(/ ’ Use appropriate purchases and ’ , . :
* sales forms for varfbus trans- *30.12 Accurately process five un- IBAPC 47
‘ Ll actions? ‘ - paid inVOices with. -accompany-
’ . “ x! - ing receiying documents? ;
g — ‘ : - IID-13
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CLERICAL ACCOUNTIGG I (6340)

Enabling Competencies

Terminal Competencies

Ref.

10.2 éfeparation of Forms

--——a-—-—b———-—-—“pr---—-

—_—

1.

11.1. Apprepriate Use

s

CAN THE STUDENT: I
Process unpaid invoices-and
receiving documents for payment?

Post appropriate. information in the
accounts receivable and accourits
payable accounts and compute
balances?

—

Record applicable information on

.
.

LE SR

REPROGRAPHICS —— | C .

requisitions, purchase orders, and
invoices?

A

4
A

Compute extensions and. totals,
applicable d1scounts, and sales

taxeg?
. ? B ¢
Verify descriptive and numerical

information after recording and
computing? ~

_Prepaxe monthly statements from:
‘invoices and ledger sheets?

10,13

10.21

10.22

CAN THE STUDENT:

“

Accuragély post ten purchases
and sales on account directly
to the proper ledger accounts
from invoices, credit memos,
and checks: and compute the
balances?

1
¥,

Accurately prepare five
requisitions for supplies and
equipment to be ordered from
catalogs?

Accurately prepare five pur-
chase orders and five invoices
including computation of appli-
cable discounts and sales taxes?

< P
Accurately prepare five cus- .
tomer monthly statements from
unpaid customer invoices or
from ledger sheets?

- - -

/

Describe when. stencil or photocopy
is the most appropriate duplica~
tion method? . _

L -

+ or photocopy, for ten case s

Justify' the most appropriate
method of duplicatioh, stencil

BAPC 21

SSTR 6

BAPC 37

-

<

situations?
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CLERICAL ACCOUNTING I (6340)

Terminal Cdnmpetencies

- Tapical Outline Enabling Competencies . Ref.
Ml
CAN THE STUDENT: CAN THE STUDENT: ;
11.2 Termi rminology Use proper terminology when ‘
, describing supplies and machine ‘
’ , |parts for stencil or p§?t0é0py ,

equipment?

11.3 Stencil Preparation Clean typéwriter keys and make 11.3 Prepare éwo acceptable hand-

) proper machine adjustments? . written or typewritten -
n e ) stencils using. artwork and

Prepare a typewritten stencil using . lettering when réquired? .
the illuminated drawing board for :
artwork and lettering when
appropriate and make acceptable .
corrections?

11.4 Photocopy Select appropriate method of prep- 11.4 Prepare an acceptable copy

Preparation . axation 1nc1ud1ng cutting and for duplication by the -

pasting accordlng to copying - photocopy process?
process used?

0 Make corrections that will photo- ‘ :
copy acceptably? )

s . . A
11.5 Machine Operationd |[Operate mimeégraph,or photocoPQ\ 11.5 Operate stencil or photocopy
i equipment to produce clear, equipment to produce clear,
quality copiesg? quality copies?
- —— e ————————e. e ——————— e -

12, TYPEWRITING ’

12.1 :Review

- Formats Select and use appropriate formats (/“

) for business correspondence? P
/\ - AY
o IID-15
' | ” 183
. ] L <
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» - - CLERICAL ACCOUNTING I (6340) LT
L . 2 B . P
. ":Toéicgl Outlira Enabling Competencies ’ Terminal Co(zrlpeté\rxcies Ref.
e . ] "\\\ i
CAN THE STUDENT: ° CAR THE STUDENT: ° ) |
Speed and accuracy |(Demdnstrate "incremental impi'ovement 12.1 Typewr}te straight copy at a °
- - in speed and accuracy? minimum rate -with an error
' . ) tolerance acceptable for
’ , employment? (Civil Service N
) R ' minimum--40 wpm, 3 errors,
. . . 5 minutes) (NOTE: Number
' . * of errors allowed increases as 1
A . i . § . speed increases. Refer to .
. o N : . \ Civil Service Handbook for tel
‘ : further information.)- . -
) -
Error correction, Use variogs coxrection media such .
‘ as erasers, fluid, tape,and self- . . t
- : L o correcting machines? _ ' > .
., " l12.2 ‘Production . ' ’ 1 - .
' Correspondence Typewrite business cofrespondence [12.21 'rypewfit:}tom handwritten or |BAPC 80
: S , " |from rough draft .copy? edited rough draft copy two .
, ' : mailable business letters with
. special‘features and appropri-
i - . -~ i ate copies within 60 minutes? | - _
. Preprinted forms Typewrite information in appropri- (12,22 Typewrite addresses on ten SSTR 76
T ‘ ate spaces, evenly aligned, dusing envelopes at the rate of one .
) = proper machine manipulations?, - per minute with all errors
.t - . tly corrected?
Tables and Typewrite tables and statistical  [12.23 Typewrite routine information |-BAPC 49
. statistical rYeports |reports with correct horizontal and on three short pre-printed )
N S vertical placement of information? }- forms with the information ™
=~ N placed in appropriate spaces

s > L 185 o
mic @.. 18 . o 3 - J




CLLRICAL ACCGUNTING I (6340)

A

Enabiing‘ Competencies

. L]
?\ Terminal Competencies

Ref.

. 7

-

= - - ——— - - - -

CAN THE STUDENT:

CAN THE STUDENT: .

evenly aligned and all errors
neatly corrected within 45
minutes?

Typewrite .from handwritten or
edj.tied rough draft material,
two short tables or statisti-
cal ‘-reports, such as a balance
sheet, itinerary, bid, budget,
or ‘agenda,? .information
appropriate placed and -

12.24

errors neatly corrected within

50 minutes?

—+ v em——

8 14

[

r

.

s
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- [
-
¥

Topical Outline

Personal Empibyabili

ty Competencies

T3
8.1 .

{13.2

- PERSOMAL EMPLOYABILITY

SKILLS AND.KNOWLEDGES'

Future Business Leaders
of America

Hluman Relations Skills

Office behavior

Self-discipliﬁe

L

Responsiﬁility

S

Self-evaluation

Attendance and

-

°

DOES THE STUDENT: .

punctuality

-

. s
Following‘insgructidné

Appearance and grooming

/

*

13.1

! '

\ : .
Jdoin and participate in local, regional, and state activities
of the Future Business Leaders of America?

-—

Y - ~

"to office standards?

*

4

13.21 Exhibit the attitudes and work habits necessary for good peer
and employee/employer relations? ’
13.22° Exhibit .self-control, pérsistgnte, and initiative in completlng
assignments on time?’ '
i
13.23  Accept constructive criticism in a positive manner?
13.24 Exhiﬁit traits associated with responsibility including bringing
. appropriate materials to class, productive use of time, and
economic ude of supplies? ‘
13.25 Démonstrate ability to identify personal responsibilities within
a group assignment and, foliow through to completion?
13,26 Evaluate gé&ﬁﬁhal“wo}k habits and attitudes?
- . e : e
13.27 | Maintain regular andwg;ompt attendance?
. ik oLoa ; . - y
13.28 Follow ora} or written instructions in the completion of
assigned tasks? v ) .
. . | .
"13.29  Exhibit good grooming and appropriate attire for work accordin

R @

188

Py
)

1
Il

j

189 -

W

s
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CLERICAL ACCO?§TING I (6340)

*Topig¢al Outline

Personal Employab111ty Competencies

Job-Seeking Skills .
-

Employment opportunities

-

Self-analysis .

RZsume
Formé’

Letters

-

Job interview
—
¢

N

\

Follow-up

-~

DQESG?HE STGDENT&

CAN THE STUDENT: o ) o
-
13.31 List sources of information for employmept opportunities?
13.32 Ident1fy personal strengths, weaknesses, .and ambitlons and
match them w1th job opportun1t1es?
13.33 Prepare a typewritten resume to present applicant favorably?
13,34 Prepare handwritten and typewritten application forms to present
applicant favorably? ,
13.35 Compose and typewrite acceptable application letters?
13.36 Demonstrate acceptable beliavior during a simulated JOb
interview? 5'
13,37 Compose and typewrite a positive and appropriate follow-up
letter?
4
13.38 Identify other appropriate follow-up procedures 1nclud1ng

telephoning and' sending additional correspondence? .

~ 4 4

1

g0

191

Station §§B,41 Keep the area in and around the work station uncluttered?
' *Task N ! 13.42 Assemble supplies and 1nformat1on necessary to complete
,~:7 . dssigned tasks?
\ ) .
. Work priorities . 13, 43" PIan work éff1ciently to meeh~deadlines?
% ’ . 13.44 . Qrganize work materials for best use of tiﬂiz
‘ s v BN IID-19

7
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CLERICAL ACCOUNTING II (6350)
' |

Grade lLevel: 12 ) Prerequisites: Clerical Accounting I

a

Clerical Accounting II is'a one-year,’doubie-period occupational preparation course offered at the twelfth-
grade level. Accounting skills learned in Clerical Accounting I are further developed. Special accounting
applications and accounting for partnerships and corporations are included. In addition, skills in mail
processing and records management are developed. Instruction is provided in human relations skills, job-
seeking skills, office procedures, and organizational skills. .

A review of the skills and knowleddes| developed in Clerical Accounting I is 1nc1uded Ain Clerical Accounting
II so that students can improve, build upon, and 1ntegrate previously learned skills and knowledges. 'Accord-
ingly, much repetition occurs in the topical outlines for Clerical Accounting I and Clerical Accounting IIX.
However, tasks assigned Clerical Accounting II students have greater complexity and require more decision-
making skills. Expected competencies for Clerical Accounting II students are based on performance with more
difficult or advanced materials than those used with Clerical Aceounting I students.

' e

The following skill areas are included in Clerical Accounting II:

-
<

Skill Area

1l - ACCOUNTING CYCLE REVIEW . Skill ‘Area 4 - DATA PROCESSING
1.1 Fundamentals ” ’ - 4,1 Accounting Applications
1.2 Terminology ° ‘ 4.2 Flowcharting
1.3 Combination Journal . . 4.3 Input Preparation and Data Entry
1.4 special Journals . e 4.4 Systems, Comparison
4.5 Output Use

Skill Area 2 - théOUNTINGE“ SPECIAL APPhICATIONS, fe

2.1 sSsales Tax . ’ Skill Area 5 - MAIL PROCESSING .
. 2.2 Bad Debts b . 5.1 Incoming Mail
e 2.3 Depreciatxon . 5.2 oOutgoing Mail
\“‘2*#—-Notes_8eggivable and Payable 5/1
2.5 Accrued Income and Expense Skill Area 6 - OFFICE EXPERIENCE
'2.6 Petty Cash ’ ' 6.1 Simulations
4 . Y - ; 6.2 Cooperative Office Education
Skill Aréa 3 -  ACCOUNTING: PARTNERSHIPS AND ' (
g CORPORATIONS , Skill Area 7 - RECORDS MANAGEMENT
- 3.1 Terminology ‘ Y 7.1 Introduction
‘3,2 Opening Entry ° o 7.2 Filing
' 3.3 Stock and Dividends
3.4 Financial Statements T
s ; ’ . ' 193 IIE-1
192 ‘ \




Skill Area 8 - TAX REPORTS
5 - 8.1 Employers--Federal
8.2 Employers--State B ‘ ’
8.3 Record
8.4 Individual Returns
. -
Skill Area 9 - TYPEWRITING '
9.1 Pre-Printed Business Forms .
* 9,2 Tables and Statistical Reports
\
Skill Area 10 - PERSONAL B4PI.OYABILITY SKILLS AND XNOWLEDGES.
10.1 Future Business Leaders of America
10.2 Human Relations Skills ] Lo
] ' 10.3 Job Seeking Skills
. 10.4 Organizational skills .
™ { 10.5 Personal Finances . ’
. .
. . X \

RN
.




¢ CLERICAL ACCOUNTING

II (6350)

Topical Outlina ®

€nabling Competencies -

Terminal Competencies

1.

1.1

ACGQOUNTING CYCLE
T&NIEW

Fundamentals

—

CAN THE STUDENT:

0
-«

Journalize and post transactions
and perform end-of-fiscal-period
tasks? '

Define typical Eccountiné terms?

¢

Record tramnsactions in a combina-
tion journal and post special
and general columns to general
and subsidiary ledgeis?

Prepare eight column workshqgts
with adjustments, capital stite-
ments, income statements, and |

Abalance sheets?

CAN THE STUDENT:
{

}

1,1 Perform skills involved in

completing an accounting cycle -

for .a retail business using
either a combination journal
.or special journals?

1.2 cComplete a project encompass-
ing an accounting cycle for
a retail business?
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CLERICAL ACCOUNTING II (6350) . :

Topical Outliria

Enabling Competencies

Terminal Competencies

Ref.

»

l.4.

~

.

Special Journals

Terminology

Journalize |

&

N

CAN THE STUDENT:
Record adjusting and.closing
entries in combination journal
and post to general ledger?

Define'special joﬁrnals?

‘Define terms used in recording
in special journals?
- A

Record journal entries in _
‘purchases, sales, cash receipts,
‘cash payments, and four-column
genieral journals? :
3 -3

Determine sales and purchases
discounts accurately and ¢
journalize entries for them?

.

.

) Journalize entries for both

sales and purchases returns and
allowances?

Prove cash and record entries
for shortages and overages? .

gorrectli‘post to subsidiary and
general ledgers?

1
CAN THE STUDENT:

Vo

e




Y

CLERICAL ACCOUNTING IX (6350)

: Tcg.cal Outlira

Enabling Comp eteac ies

Terminal Competencies .

ACCOUNTING:
SPECIAL APPLICA-
TIONS

Sales Tax

(&7
CAN THE STUDENT:

)
b4

Record entries for cash and
charge -sales thab involve !ales
taxes? ,

t

Record entries for payment of \\\’

sales tax?
Fost entries for sales tax?

Define ‘bad debts, bad’'debts
expense, valuation account,
writing off ah account, and
aginig accounts receivable?

. Record adjustinq entries for

bad debts .expense on worksheets
and journalize and post?:

Journalize and post entries to
write off uncollectele accounts?

Journalize and post entrie% for
collection of accounts previ-
ously written off?

CAN THE STUDENT:

>
!

&

2.1 Accurately record three sales
tax entries in appropriate
dence;, JOurnals and post?

\

2.21 Accurately compute bad debts
expense based on aging
accounts receivable or based
on estimates? ;

2;22 Accutately journalize and
post the trarnsaction for bad
debts expense?

2,23 Accurately journalize and post
entries to write off three
unconectible aocounts?

’

I 2.24 Accurately )ontnalize and post

transaction for the: conect;ion -
of an account previously
/  written off?.
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. ‘ i . ) . CLERICAL ACCOUNTING II (6350) <0

. Topical Outlina- | </Enabling Competencies 4 Termindt Competencies ot
v -
- CAN THE STUDENT- . | CAN IQE STUDENT : .
. l
- ' -Reportﬁbad debts information 2.25 Correctly prepare financial
, , a financial statements? statements that report bad
. . debts information?
2.3 Depreciation Define fixed assets, deprecia+ 2.31 Accurately compute the
tion, book value, gnd salvage depreciation expense and the !
. T ' value? ' book value for two assets? A
) . PR . "h;
\ Determine depreciation 'expenge 2 32 Accurately journalize and post
on fixed assets, record the " ctransactions for depreciation’
3 adjusting entries on ‘worksheets, . expenses previously computed?

. and journalize and post?
Journalize and post entries for 2.33 Accurately joﬁfnaliz? and |
selling, discarding, or trading post transactions for selling,
- fixed assets? - discarding, or trading two

fixed assets? )

.

\
-

\
L3 M ¢

,'Report~debreci tion information '2,34.Correctly prépare two

'

on financial statements? *  financial statements that
o : o report depreciation informa- \
tion? >
- . g
' 2.4 ' Notes Receivable Define promissory note, principal 2.41 Accurately compute maturity
and Payable maturity date, . dates .and interest on two
N bearing note, 1ntgr"t rate, notes receivable? '

) ) X note payable, bank discount, )
. , procogds, discounted notg, 2.42° Accurately compute bank
S o 'receivabie, and dishonored note? "discounts and proceeds on
. il two notes payable?

A

202
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™D
"y
W

.

Tépical Outlirna Enabling Cqmpeténcies Terminal Co‘mpgtencies Ref:
. , { CAN THE STUDENT: CAN THE STUDENT:
Determine maturity dates of notes?{2.43 Accurately joumalize and post
. r : transactions for notes,
: . ['Compute interest ‘on notes? interest, and bank discounts? :
: . | Determine bank diéoounts, record " |2.44 Correctly prepare financial s
) TN '| entries for issuance of notes and Statements that accurately
. payment of discounted notes? Y " report notes receivable and
. 4+ notes payable?
L - | Record the acceptance and recei;:t
B . of notes plus interest? - .
.Joumlize and post entries for
) dishonored notes? N
' ’ Report notes and interest.infor- L)
. ) mation on financial statements? . .
2.5 Accm}tnm and | Define accrued {'nccue, accrued 2,51 Accurately journalize and post BAPC
Expense interest incme, reversing entry, two adjusting ‘entries for 17, 18
N . accrued expense, accrued interest accrued revenue and accrued
. ‘expense, accrued salary apense? expenses?
o i . Determine and pake adjustnents 1 2.52 ~COrretzt:].y prepare financial
"for accrued income and expenses’ statements that accurately
, on worksheets; journalize and report accrued income and .
post the entries? ‘accrued expenses?
A \ 14 «
) Report accrued income and expense ' - ‘,
- information on financial state-
. — Py
ments? ] .
~¢ T~ v
Ly _
~y ' IIE-7
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t .. , CLERICAL ACCOUNTING II (6350) , ) ,
" ' Topical Outlina . __ Enabling Competencies - Terminal Competencies Ref.
> CAN THE STUDENT: CAN THE STUDENT: . . .
— -Jéutnali;e and post revefsing 2,53 Accurately journalize and
entries for accriued income and post two reversing entrigs
' expenges? - for accrued income and
- : ) expenses?
2,6 Petty Cash
N ~ . T
. Journal entries ‘| Journalize and post transactions | 2.61 Accurately journalize and
: to establish petty cash’accounts? post transaction to establish
. ) ) the petty cash fund? <
) “~>1-"Journalize and posé entries to 2.62 Correcély journalize and post
. , repleRish petty cash funds? the entry to replenish the
) . * . . petty cash fund?
Vouwchers Pt‘epare petty cash vouchers and % 2.63 Accurately prepare five petty
- . record them in the petty cash "~ cash vouchers and record them fd
~ v book? - . in the petty cash book? ]
Replenish 4 Follow procedures to replenish 2,64 ‘Accurately follow procedures: -
‘ ; the petty cash fund?. to replenish the petty cash | .
_ / ’ . fund?. .
(/ N ] . - -
" 3. . ACCOUNTING: - o ' ‘
v PARTNERSHIPS AND . ’ '
, CORPORATIONS . \ J
3.1/ Terminology Define partner, partnership, . ) .
) / o articles. of partnership, and dis-
T S tribution of net income statement:

P ‘205(\ | e fﬁ 206 (Y

S




CLERICAL ACCOUNTING II (6350)
Topical Out'7]f1/na . Enabling Competencies . " Terminal Competéncies . Ref.
\ t \ . -
CAN THE STUDENT: CAN THE STUDENT: -
- Define corporation, incorporators,
articles of incorporation, charter,
shares, stockholder, capital stock,
\ stock certificate, par value, pre-
. / -fexrred stock, cosmon stock, board
- * | of directors, retained earnings,
| deficit, and dividend? .
/
K 3.2 Opening Entry Using articles of partnership as [3.21 Accurately record opening entry
- source documents, record opening , for a partnership? . \
’ entries? a T e
“ . / 4 o B :
. Using articles of incorporatf!.on as ]3.22 Accurately record the opening
0] source documents, record opening entry for a corporation?
/ . / entries? ’ .
/ . 3 . 4 .
/ 3.3 Stock and.Dividends ?lecord entries fgr -the additional [3.31 Accurately record the entry for|.
: ’ sale of capital -stock shares? sale- of additional capital
~ ' i ’ g stock shares?
) u ] Record entries related to declar-' (3.32 Acct_x'rately record entries for
4 inq‘ and paying dividends? ) declaration and payment of a
« , ’ i . dividend?
. ' 3.4 Financial Complete eight-column worksheets, (3.41 "Accurately complete end-of-¢§
Statements income statements, balancg ‘sheets;, |, fiscal-period work for a
' and capital statements for fiscal » . partnership?
periods?, ' ) :
N : . 3.42 Accurately complete enfi-of-
”,‘ ‘ A . . " fiscal-period work for a
Bl ) /;’*‘é?. e . d Vo corporation?
p ’ . . ) v Y ~ ITE-9
' ) ) ) e > . 'r?‘g\
QO . v . C ; . Wanatd .
ERICY 207 r 2y
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' - \ CLERICAL ACCOUNTING II (6350) .
) . * .
. TV . Topical Outlir=a, Enabling Competencies Terinj:na]. Yompetencies Ref.
A ' .
_ | CAN THE STUDENT: GAN®THE STUDENT:
4., - DATA PROCESSING
4.1 Accoun - Identify accounting appliéations“ 4.11 Describe how a manual accoung-
Aggncations ' Jappropriate for a computer system? ing operation can be computer-
' . N 1zed?
i i N Compare manual systens and elec- | 4,12 Asseas the impact of micro-~
\ . tronic data processing ‘systems in _ computers on accounting «
\, accounting operations including applications? >
'| -journalizing, posting, payroll,
and purchases ‘and sale§ records?
X Describe the effects of microcom~ ‘ >
. putets onthe accounting opera- -
° tions_of ‘businesses? -
4.2 Flowcharting' i Use flowchart symbols to show how [ 4,2 ' Correctly prepare a flowthart
an accounting problem can be _ | to ‘solve an accounting problem
o : , - - solved using electronic data + using ‘electronic data o
processing? processing?
4.3 Preparation -Uée data entry equi'paent; if. 4,31" . Use data-entry equipment at a
’ and Data Entry available, for input? ~ =~ minimug rate and with an error| °
. A ~4 tolerance acceptable for
R ; . employment? -
. ' ' P 4.32 Enter information from ten  |BAPC 46
! * . ' source documents, in pre-
ple . determined fields, on appropri
v 7 ) = ate media for data entry - .
. . ) . equipment? -
\ - ' Wy, -] : ) ‘ N
- 7‘“ » - ;
3 . ’ . '
' . ‘N4
o 209 N ' @ . <il 4 @
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. |into approp‘ri? envelopes?
al

verifying addresses including ZIP
cqsies, checking for enclosures,
folding, and inserting properly

Use the Natio Zip Code
Directory? : . .

a

.

enclosures, and properly fold
and insert items to be mailed
in ten envelopes and determine
postage? -

L

- - - . -~ . . ‘s
Topical Outlirs / Enabling Competencies ] Terminal Competenc:.fs‘ Ref.
7 _ o N
T L CAN THE STUDENT: CAN THE STUDENT:
4.4 Systems Comparison | Compare manual, sechanical, 4.4 seleét the most appropriate
. S punched card, and automated system for a given sitiation
accoynting systems with respect to when security, storage, and
security, storage, capacity, and ) forms retention are considered?(-
. forms retention? oo _ -
. s B, . . - - . 7 o
4.5 Output Use -Interpret and use various t of 4,5+ Prepare a report from infor- ”
- . . output? mation extracted from a com=-
, ‘ puter printout?- .
P - =%
% ~ ’ s -
MAIL PROCESSING -
B p- . s . =
5.1 Incoming Mail Open, staup, sort, S.1 Correctly open, stamp, sort, PBAPC 75
2 distribute incomi ,and route ten routine pieces
“ . .T‘ “of “in }ominq mail?- | \
'S.2  Outgoing Mail N . .
* Clasdes S Select app:épriate class of mail .
e for various items? \
¢ - | prepare documents for mailing by [5.2 Vérify addresses, check for - BAPC 'qll
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CLERICAL ACCOUNTING II (6350)

~

Topical Outlina

, Enabling Competencies

.
Terminal Competencies

Ref.

6.1

Postaqg

Pac)?iqes

I3

Postal mforutih

2
- 1

~

CAN THE STUDENT:

Determine correct postage for mail
of different classes and weights?

. Ptepare packagesf for mailing?

Use avaihble sources of postal
info:ution to process mail?

-

CAN THE STUDENT:

6. OFF ICE EXPERIENCE
Simalations .

‘Task and job

Plow-of—wofk

.,l\ .
6.2: Cooperative Office

Education

p

.
Pl 2

»

»1 Perform ‘the activities in a sim-
ulated or actual officé environ-

. | ment and integrate previously

acquired competencies?

”
=

6,11 Acceptably demonstrate know-
ledge, skills,—and attitudes
in performing si.mhted office
tasks?

6,12 Acceptably synthesize pre-
viously learned office know-
ledges, skills, and attitudes
to complete the tasks of a
given position in a -odel

. ottice? — . ,

Succesqtully perform the tasks

required of a part-time office

employee?

6.2-

2id
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- CLERICAL. ACCOUNTING IXI (6350)

Enabling Competencies

Terminal Competencies

Ref.

CAN THE, Empan"r:
H::%@Qy. ?“%ﬁ'?a-‘z- .

CAN THE STUDENT:

N
’-n—\
(2

7. . 1
‘7.1 Introduction
. ' meed for accurate’ | Describe the need for keeping ‘ P
. , vecords . " | accurate records? .
.. 3 ‘
ei‘ef,l.i.m{hgy Use proper terminology when dis-
; cussing various aspects of filing?
Filing supplies Identify types of supplies and =
and equipment equipment and describe uses of -
N each? |
N /
7.2 Filing : -
Alphabetic Apply alphabetic giling niles? 7.21 Correctly index, cod'e, sort, J‘BM’(‘7 78
: ) ‘ . and file 15 documents
- ¢ alphabetically?
Numeric 5 Apply numeric f£iling rules? 7.22 Correctly sort and file 15 BAPC 78
A . documents numerically?
Retrieval Retrieve r&msted information or |7.23 Correctly retrieve ten docu- PBAPC 76
materials? : ments or items of information
%‘ X " from the files?
- © ‘ ;
4! ‘
) IIE~-13




"CLERICAL ACCOUNTING II (6350)

I

Topical Outlira

Enabling Competencies

ti]

Terminal Compe tencies

8.2

1

" TAX REPORTS’

‘Employers--Federal

°

Egloyers'--'-sute ¢

 Complete employer's annual recon-

] ment tax reports?

CAN THE STUDENT:

N

Complete employer's quarterly
Pederal tax returns (Form 941)?

Complete’ eqil&yer's Federal tax
deposit forms (Forms 501 and 508)7?

5

ciliation reports of income tax
vithheld (Form W-3)?

Complete employer's Federal un-
employment tax reports (Form 940)?

3
\
-

Complete employer's state unemploy-

Complete st:aée sales tax reports?

Journalize and post entries for
tax reports? - )

CAN

8.11

8.12

8.13

8.14

4

8,21

8.22

8.3

THE STUDENT:

Accurately complete an’
employer's quarterly Federal
” tax return (Form 941)?

Accurately complete employer's
Federal tax deposit forms -
(Forms 501 and 508)?
Accurately.complete an ~
employer's annual reconcilia-
tion report of income tax '
withheld (Form W-3)?

Accurately complete an

. employer's Federal unemployment

tax report (Form 940)?

Accurately complete an employ-
er's gtate unemployment tax
, report?

Accurately complete a state
sale

Accurately record entries for
eports previously
leted? _




CLERICAL ACCOUNTING II (6350)

N

Topical Outlina

Enabling Competencies

e

Terminal Competencies

o

CAN THE STUDENT:

CAN THE STUDENT:

\L
8.41 Accurately complete ‘-ndividml

Individual Returns |Complete individual Federal igncone
. tax returns (Forms 1040 and 1040A)? Federal income tax returns
v . ; {(Forms 1040 and 1040A)?
’ ’ Complete individual state income | 8.42 Accurately complete an
) tax returns (Form 760)? individual- state income tax
. ’ return (Form 760)?
9. TYPEWRITING ¢
9.1 Pre-Printed Typewrite infordtion in -appropri- | 9.1 Typewrite information on three|SSTR 46
Business Forms ate spaces, evenly aligned, with pre-printed forms with the 75
. proper machine manipulations? information placed in appropri-
N . ate spaces, evenly aligned,
. and all errors neatly correct-
_ed within 45 minutes?
9.2 Tables and Typewrite tables and statistical ' | 9.2 Typewrite from handwritten SSTR 77
Statistical Reports | reports with correct horizontal edited rough-draft material
. ' and vertical placement of two average-length tables or
s information? statistical reports, such as
a balance sheet, itinerary
’ ) bid, budget, or agenda, with
o information appropriately
placed and errors neatly
corrected within 50 minutes?
\ —
£
. ] /
’ t IIE-15
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CLERICAL ACCOUNTING II:(6350)
, 3 - - —
Topical @Gtline °~ - . Pergonal Employability Competencies

-

' DOES THE STUDENT:

10.1 PERSONAL EMPLOYABILITY
SKILLS AND KNOWLEDGES

LIRY ' . )
10,1 tutute aniness I.eadcrs ' L o#
of América ' Join and participate in local, regional, and state activities
\.\ _ ) -+ .of the Future Business Leaders of America?
0.2

Human Relations Skills

Office behavior +21 " Exhibit the attitudes and work habits necessary for good
. ’ employee/employer relations in the otfice?

Self-discipline . Exhibit self-control, persistence, and initiative in
~conpleting assignments on time?

Accept constructive criticin in’ a positive manner?

Responsibility +24 Exhibit traits associated with responsibility, including
) . bringing appropriate matferials to clasjg, productive use of
‘time, and economic use f supplies?

Self-evaluation . Evaluate personal work habits ,and attitudes? ,
Attendance and ' ‘ N Hnintain regular and prompt attenda\nce? “
punctuality
. & w
Pollowing instructions . Follow oral or written instructions in the completion of
. . < assigned tasks?

Aﬂpou:nco and grooming " 10, Exhibit good qroouin;_; and appropriate attire for work

" according to office standards?

L]

-

222
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CLERICAL ACCOUNTING II (6350) . &[
. * .

N

. /
Topical Outline’ N Personal Employab‘ility' Competencies . / .
- . ] /
CAN THE STUDENT: . ° ‘. a
‘A0.3  Job Seeking Skills . ' _
" Employment opportunities 10.31 Compare and contrast working conditions and advancement  ~
. ‘ opportunities in large and small, public and private, and
. . urban and rural businesses and organizations?
" Self-analysis 10.32 Identify personal skills and traits and match/them with -
available job opportunities? B S
Resume - 10.33 Prepare a typewritten resume to present applicant” favo ly?
Forms 10.34 Prepare typewritten application fo;ls to present applicant
‘ . favorably? )
Letters 10.35 :CQp;ue and typewrite acca&t’able pplicc;;ion letters? )
Job interview 10.36 Demonstrate acceptable behavio:edurinq a simulated job
o interview?_ ’ S v .
// ' e . - ’ . o. .
10.37. Prepare for 'the job interview by acquiring knowledge about
, company in which interested, preparing information about job
- A requirements, and demonstrating Appropriate appesrance and
e personil conduct? hd :
;o{iow-up . 10.38 Compose and typewrite a positive a,nd ;ppropriate follow-énp
0 letter?- . °
s . . ‘ i
10.39 Use other appropriate follow-up procedures, including
* . g telephoning and sending additional corresé%eme? .
. . .t L, . * "
/ 224  1E17 .-
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v - /CZERI L ACCOURTING II (6350)
" »  Topical Outline/ / .- Personal Employability Competencies
) DOES THE STUDENT:
10.41 Keep the area‘in amd around’
- ~ B 10. 42\ Assemble supplies and information necessary to complete P ;
’ f ~agsigned tasks? 4 .
- A
. Work priorities’ ) “1 10.43 Plan work effi}iently to meet deadlines?
/ Work' evaluation +7| 10.44 Evaluate own work 'realistically? )
A
L, K . %
/ . - Office environment < 10.45 Maintain an orderly offinga and reception area? .
s . . '.“. . . A - . . N i
: * | CAN THE STUDENT: . .
10.5 Personal Finances - 1 o ’
- Income management v 10.51_‘,' Plan a budget based on net pay?
: a Tak records ' 10.32 Maintain records required for individual income tax returns?
Aw' ' '. N R B © . A ~
{ v |
\“'\ﬁ ' A' - 1 X ~ G}
> - s * M ’
. 2
R .
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RECORDKEEPING (6330) . .
£ . N
ady ‘A - -

Grade level: 11 or 12 . Prerequisites: None

-

Recordkeeping is a single-period, one-year course offered on an elective basis for eleventh- or twelfth-
grade students. Both pergonal and business recordkeeping skills are developed so that accurate basic
financial recoxds can be kept. Business source documents and business procedures are emphasized as well
as the formation of positive work habits and attitudes. Recordkeeping introduces students to double-

'“‘*‘“*‘“*entry bookkeeping procedures.

2, -

The following skill areas are included in Recordkeeping:

-
~

a

Skill Area 1 ~ RECORDKEEPING FUNDAMENTALS ; " Skill Area FILING

4 -

1.1 Terminology 4.1 Alphabetic
1.2 Penmanship ' 4.2 Numeric >

" 1.3 Math Review " " . 4.3 Subject ;

' 1.4 Corrections N\ , D
Skill Area 5 - ACCOUNTING FUNDAMENTALS
Skill Area 2 - 'PERSONAL RECORDS 5.1 Terminology ¢
. 2.1 Budget 5.2 Beginning Balance Sheet

, 2.2 Credit : ‘ 5.3 Debits and Credits
2.3, ownership » . 5.4 Journal Entries
2.4 Banking 5.5 Ledger Accounts
2,5 Taxes . 5.6 Trial Balances

\ 5.7 Financial Statements
Skill Area 3 - BUSINESS RECORDS . ' .
3.1 Sales . Skill Area 6 -~ PERSONAL EMPLOYABILITY SKILLS
3:2 Petty Cash N " AND KNOWLEDGES
3.3 Purchases " ) 6.1 Future Business Leaders of America
3.4 Payroll . ’ 6.2 Organizational Skills .
) 6.3 Human Relations Skills
- 6.4 Responsibility
3 / .
[y .
227 N\ ’ 753
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‘ RECORDKEREPING (6330)
Topical Outline Enabling Con;pet?encies Termi'nal Competencies . Ref.
N ‘« /
\ CAN THE STUDENT: - CAN THE STUDENT:
. / ‘
1. RECORDKEEPING !
1.1 Terminology Define specific recordkeefing 1.1  Use recordkeeping terms
terms, such as data, recording, : correctly as they occur
| sorting, classifying, eolm, and| ’ orally or in written work?
' . | rows? '
‘1.2 Penmanship b lheo:d information aecuratoly"and 1.2  Record information loéibly I .
f legibly? ., and accurately on personal s I
i , and business documents?
* ' v /
1.3 Math Reyiew co-plete a variety of basic -athe- 1.3  Accurafely complete 20 mathe-
ENS matical computations? matical calculations -
. - : including addition, subtrac-
q,a i e "m' -uluplmm' “
N ' o — - division of whole numbers,
decimals, and fractions?
» . A N 5 . D
p Corrections Use proper uchniqnes vhen ° 1.4 Locate all errors and use
locatihg and eo:tocting c:rort? proper techniques to correct
. errors on assigned work? e
2. . PERSONAL RECORDS . .
2.1 : Budget .« | Determine’ individual needs and _ | 2.1  Compile an estimated budget, -
‘ _ wants? . < ' record all income and .
’ ‘ - . . expenses, and compare the . ‘
p Estimate income and oqunseq? ) actual qutcome with the
| . o . estimated budget for a ‘
VL. Fo / - period of one month?
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( . /ﬁ RECORDKEEPING (6330)

LN
Topical Outli-e Enabling Competencies Terminal GCompetencies Ref.
. x .
\ .
CAN THE STUDENT: CAN THE STUDENT:
’ LOP A
Prepare an estimated budget?
. @ o
-~ Record actual cash receipts and :
- payments? -
N " | Compute and compare in colummar
form estimated/actual income and -
expense totalsl
, ®
2.2 Credit ™ Compute interest\ charges? 2.21 Accurately compute interest
] " ’ charges for five credit
situations?,
Compare sourges of credit and 2.22 Compare cost of credit for
select most financially advanta~ three situations and select
1 geous one? best credit source for each
- one?
2.3 Ownership ) '
Inventory Prepare inventory records for i.teuJ 2.31 Compile ownership record for »
: such as furnityre, insurance, and items owned?
personal belongings? . g )
. - -
“  Net worth List an8 total items owned and 2.32 Determine net worth?
owed to determine owner's net '
worth?
Records storage List records to be stored? 2.33 Identify types of records .-
. - that should be stored?
1IP-3
231 L 232 N
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\ﬁéomnn (6330)

canceled checks, previous reconcil-
iations, check stubs or registers,
and records of deposits, so the
balances on the check records or
registers agree with the bank
statement balances?

tion?

—/'fl‘opical Outline Enabling Competencies \ ‘Terminal Compete}xcies Ref.
‘
CAN THE STUDENT: CAN THE STUDENT:
Select proper storage facilities? |2.34 Select locations for protec-
. . tion of various types of
’ N , records? ¢
2.4 ’ .
Banking . _
Checking accounts Prepare a signature card? 2,41 Pmp&rly prépare a signature o
- - T - card to open a checking y
account? )
’ Complete check stubs, compute and |2.42 Accurately complete legible IBAPC 40
record new balances? . . check stubs and checks for
. . five payments? ‘
' Write checlks?
| Use the blank, restrictive, or 2.43 Appropriately endorse five EAPC 72
full endorsement for given ‘" checks?
situations?
Prepare deposit slips involving 2.44 Accurately prepare three BAPC 69
checks, cmuf'yq and coins? ‘ legible deposit slips?
N Reconcile bank statements using 2,45 Prepare a simple reconcilia- PAPC 68‘
i

/

~

R

i
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B

Topical Outli-ze Enabling Co#:petencies ) Terminal Competencies Ref.
CAN THE STUDENT!® ' CAN THE STUDENT: ) .
Savings account |Explain tages of various 2.46 " Describe the advaintages of
. |types‘of savings accounts? _ two types of savings accounts?
omplete savings deposit and with- |2.47 Accurately complete two
. drawal slips? . deposit and two withdrawal
R ’ e, . slips for a savings account?
Locate information on the face of | A ..
notes? . R T
Compute maturity dates? , 2.48 Acéhn'toly -determine maturity

' %tu for five notu?

| Compute interest? |2.49  Atcuratery compute :lna:ut
* - " om ﬁve notes? %
< . & o , .
Taxes . .- Ty 4 i - A
Computation Determine sales, Pederal Insurance |2.51 * Uu%tax tablu or tax rates )
; Contributions Act (FICA), and " o’ to FICA deductions “|.
Federal and State income taxes by for fi ‘gross pay amounts?
Co using tax tables and tax rates? - PR ) "
b - 2.52 . Use/tax tables or -tax rates
. , « 1 - ~tef comptite sales tax fot five
' * o . - - puzchase s? - e
3 i ? . N ) “z e‘
-, N - 2.53 ° Use-tax tablesé or tax rates

’ . / ) N to compute PFederal income-tax|-
' for three individuals? _ .
ﬁ' ¢ ’ . . ‘

~ . N . * . .

. . v, ‘ ‘ ' i ' _ = ’ . . (\6
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v g . C . “RECORDKEEPING (56330)
N Topical Outlirne Enabling ‘Competencies‘ Term{x}a’l Competencies Ref.
che 7 CAN THE STUDENT: CAN THE ‘STUDENT:
. 2.54 Use tax tables or tax rates e
~~  ° to compute State income tax \
: . for three individuals? .
. Returns Prepare 1040A rodcr.al tax returns? |2.55 Accurately prepare a 1040A .
) Federal tax return?
3 * . [}
———— - ' Propurc»;iaple—sg:ate-j.nmm-——»m»Q.SMMonrmeprepare a State |- R
' returns? income tax retur!?s .
kY b o= ;‘
' ‘ -~ /. 4
3. BUSINESS RECORDS - )
. 3.1 Sales Prepare sales slips, roccipts;and 3.11 Accurately prepare five ules BAPC
: . credit memos? c snps? 55
- . N ) . . ) .
Extract. information from sales - 3.12 Accurately prepare five
, slips, receipts, and credit memos? receipts? ..
Y \‘ \' .. Teansfer information from charge 3.13 Accurately prepare two credit '
o . ] , sales slips, credit memos, and | memos? ’ R ]
R Lo - cash receipts to customers' ) - /
; accounts and compute balances? 3.14 Transfer information from )»}:/
- o 2 . . eight source documents to - 10, 21
. - customers' accounts an
/ ¥ : compute balances? ~ _ .
Make change correctly? 3.15 8elect , 6t ¢
\ N R N , S ! iven in change’ for
\ .
£ S 2 / ¢
. // o
- 'y - \;\
o ,
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) RECORDKEEPING (6330)
' < Topical Outlira Enabling Competencies - Terminal Competencies Ref.
CAN THE STUDENT: CAN THE STUDENT: .
3.2 Petty Cash Prepare petty cash vouchers? 3.2 Accurately prepare five BAPC
NI . " . l petty cash vouchers, record |70, 71
- Recdrd entries, -total, and prove the transactions, and follow
petty cash book? the procedures for replen-
. -ishing the fund?
Prepare petty cash cu-azﬁu?
Replenish pstty cash fund? ’ R
3.3  Purchases Prepare _éuiohno requisitions, 3.31 Mcﬁﬁulr prepare three
: purchase orders, and invoices? purchags requisiticns. from
. ‘ source documents?
Extract information from purchase ’ ,
- requisitions, purchuo orders, 3.32 -Accurately prepare three BAPC
and invoices? purchase orders from source | 51
‘ ’ : documents? Y
Determine due date and calculate
3 |distounts on invoices? ... 3.33 Accurately prepare thru BAPC
> invoices from source an 37
’ documents? -
f . * ) :
. / Transfer information from purchase { 3.34 Transfer information from BAPC
. voices, returns, and payments to eight source documents to 10
creditors' accounts and coq:uto creditors' accounts and
\ hahnces? compute balances?
~ \
3.4  Payroll . S "
> Gross earnings | Compute gross earn:lnqs for '3.41 Accurately éo-pute gross BAPC
- . employees who receive salaries, earnings for five employees?| 60, 63
hourly earnings including ime, 3
> | and commissions?
- ' ‘ IIF-7
Qo . ) 24 O
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. RECORDKEEPING (6330)
’ Topical Outlirna En;bling Competencies Terminal Competencies Ref.
CAN THE STUDENT: CAN THE STUDENT: *~
Payroll register | Compute net pay including 3.42  Accurately compute five net BAPC
. calculation of gross earnings and ¢ pay amounts? 60
deductions?
. 14 ﬂ
Compute required and voluntary 3.43 Record the weekly payroll for | BAPC
deductions using tax tables and five employees in a payroll 60
‘ computations? register?
Complete 3nd balance totals of a ; " ) _
payroll register? ," N
v -
Transfer individuals' earnings 3.44 Transfer payroll information | BAPC
from register and compute for employees from payroll 60, 62
accumulated earnings? 3 register to individual
. earnings records?
Disbursements Write payroll checks? 3.45 Accurately prepare five BAPC
. payroll chetks from payroll 60
.  records? \
- [ N
R 4. FILING ;
8 B - . g -
[ 4.1  Alghabetic Apply alphabetic filing rules to | 4.1 ,' Correctly file ten documents | BAPC
. " arrange personal and business ; alphabetically? 78
names? };
4.2 Numeric . Arrange numbered records in" 4.2/ Correctly file ten documents | BAPC
d sequential and ¢ logical numerically? 78
. order? ’
% .
!
o 241
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l' opi‘éal Outlina C,meetenc:.es o< Terminal Competencies Ref
B \ ; N
‘ CAN: 'km: STUDENT:; ‘ CAN THE w'runim'
\ :; } e, N -
1 \
B 4.% Subiect . . Use ject fi:hinq procedures to | 4.3 Correctly file ten documents SSTR |
. [ arrany e«T;rds by topic? in alphabetic ord according | 24
r . : Lo ‘ to subject? <& S
: -— —— —
! »
' FUNDAMENTALS v ! .
L
“ 5.1 Terminology . Define specific terms such as - 5.1 Use accounting terms correctly
r . ] assets, liabilities, owner's . as they occur orally or in
L. . equity, T account, post, incowme, written work?
-t and expenus?
f s hd \ -
5.2 inn = .
- Balance Sheet ° Classify items as assets or 5.2 Accurately prepare a beginning| BAPC
liabilities? P ' . balance sheet? 28
Detetnine owner's equity by using ’
. %he accounting oquation?
\ [ §
: Prepare balance sheets that
X -include the heading, assets,
: % 'liabintieg, and owner's equity?-
. , |
5.3 Debits and, Label the debit and credit side. | 5.3 Accurately record ten trans-
Crédits ‘of T accounts? actions in T accounts and
) prove balances of the
Label the increase and decrease acfounts?
) side af accounts? - ' [
"*k 4‘ ~
) <44 1IF-9
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RECORDKEEPING (6330) N3
n.——-.—..y——.-j—-—.——.——--———*——.—~.-—-~—~[——- *‘—_—-———.——“——u—-—_—-—-—.*—c—“—————
Topical Outline ~ ¢ Enabling Competencies Terminal Ccmpetencmq Ref.
‘: .
. | CAN THE STUDENT: CAN -THE STUDEN'P: . / )
/ . - »
. . R Record transactions involving - / P
- increases and decreases in T e S
\w -~ | accounts? v ; . -
) Pencil foot T accounts and compute . .
B balances?
‘ ’ 4 .
- . Prove the equality of the debit : : - )
’ ‘and credit balances? - - !
5.4 Journal Entries Identify column headings of a " [+5.41 Accurately journalize the -|BAPC
1 journal? . ' opening entry? #28
Record opening entries for -5.42 Accurately journalize 20 . BAPC .
beginning balance sheets? transactions? - 10, 15
‘H ‘ . \ * oA ‘ hy 23
Enter date, account titles, source y . ”
! ) [ document numbers, and debit and - e
credit amounts-for each journal s % A s !
P ‘| entry? J , FR e =1 - N
Joumlize a vatiaty of business . -
L transactions? - ( »
5.5 Ledger Accounts | Label accounts with titles and 5.5 Open accHunts and accurately ggl’c :
P . ) . numbers? ) post 20 journal entries to "118, 1(9, ‘
) ) s . ‘ - the accounts? C |22, 23, |
! - Record beginning balances in ‘ . ’ 28 !
accounts? ) ) I
b f ° Post journal entries to ledger P \ | i
;%’9 ' R i accounts?




. KECORDKEEPING . (6330)
Topical Outlina ' Enabling Competex-x’oies Terminal_ Competencies ' Ref.
< “ : -)
. ' CAN THE STUDENT: CAN THE STUDENT:
5.6 °  Trial Balances | Pencil foot and-compute account ) ' ‘
- balances? . ;
Prove t@u’tccuacy of the ledgers | 5.6 Accurately p{cpan a trial BAPC
by preparing trial balances? ' balance? . 25
5.7 Pinancial - ' 9 S
Statements » /5, . _ )
incj:}t.t.ent Classify accounts as income or * | 5.7 Aci:urauiy an income . | BAPC
4 - | expense? ‘ - ' yt from a trial 30
.t * ?
Determine net income/loss by - . 4 —"
’ cqattng_ the total income and . 1 |
, - . .xp.ni.s - , {
Balance ‘sheet Prepare end-of-period balance 5.8 Accurately prepare a balance | BAPC
sheets? . sheet from a trisl balance? 32
*
. ~
LS . L '
1 - g < .
X |
~ - ,": ’ 4
- N\ - .
' . - ’ .
A -
) >
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Topical Outline Personal‘Employability Competencies 'i‘ b
[ ’ ﬁg . ) —— \:(/ ! ’
- DOES THE STUDENT: °© RN T 2
- I d . e
'~ 6. " PERSOMAL EMPLOYABILITY - - % G
' SKILLS AND KNOWLEDGES N : DA .
6.1 Puture Business lLeaders |6.1 Join and participate in local, roqional, and state activitiu\of
of America . the Future Business Leaders of ‘America? ° \ -
. ) ¢ ’
6.2  Organizational Skills 6,21 Organize vork nat:erials for best use of time? / 4 o
. . S :
6.22 Plan uork‘ cfﬁciontly to meet deadrines? . %
f " . ,\: ) 3 '
6.23 _Haintain an uncluttgrna area in ana” around desk? o
X . L o N Lo c
+ 6.3 Human Relations Skills 6.31 Evaluate own performance roalist:icany? - ‘; g ' ‘ T
. v . R ) Vel . " - Y B
KT 6.32 - Vor): hat-onionaly with others ona qroup asaign-ent?

14

6.33 " iD.onacratn attitudes of rospect: and cooperction with pects? .s

» ¢

- s 6.34 Accept constmctive critici.. 1n a positive uanner? ) N o
N E 6.35° Exhibic self"w 014131 contributing to class discunions?
s ° . o ) nv .
3 ‘/ o
. . * o« T -
s.g,( Responsibility 6.41/ Exhibit traits which demonstrate rosponn:lbu:lty mcludinq
bringing proper materials to class, productivo use of time,
and economic use of supplies? . f

® 249 . | . o S | 250 @
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Topig Outline/‘*/« /ASW yab ity cén mpetenc:.es/

' DOES THE ST
t" // /’
6.’4 7" Attend

IS

i

Bxhibib‘pet;i/stence initiative in completing assignments?

¢ o

!‘ol:low oral ’96/\0:11:1:&: instructions in co-pleting assignments? _

Ideneify/&raonal responsibilities within a group assignment
and foljow through to completion?

13 !
. [ -
o’ . 4 3 .
R | -
- .
- . R 4

>
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SURVEY OF DATA PROCESSING . : N

Grade Level: 10, 11, or 12 ! " Prereguisite: . None _
Sutvoy of Data Processing is a half-year or a oac-yoaz., sinql‘-period course offersd on'an elective basis SN
for high school students. The course introduces data processing and examines the, évolution of computing Y
equipment. Topics covered ‘include growth of data processing systems, applicat:lcns of data processing, }
the basic data processing cycie, input/output representation, equipment and sy&ema and an introduction ,

to cc-putor programming. The course provides students-an opportunity to examine careers in data procéssinq.

The skill areas identified fox{ this oftorinq include théu for both the 18-week and the 36-week course,

For the .36-week course, students should meet all competencies of the l8-week course plus competencies in
the i’rogra-ing Concepts: and in the Programming Language: BASIC skill areas. Purther, students in the 36~
week couxse should display a hiqhox level of proficiency in meeting the competencies,

Thefollowing skill areas are included in Survey of Data Processing: . . «” . 2
SKILL AREA 1 - INTRODUCTION | SKILL AREA 4 - BUSINESS, SOCIETY, AND COMPUTERS 1
l.1 Need for Data 4.1 Users . Y
- 1.2 Basic Concepts . 4.2 Applications . - ‘ A s
1.3 History ) T 4.3 Social Issuss
—~ . . SRS
SKILL AREA 2 = CARD INPUT - - SKILL AREA 5 - CAREER EXPLORATION SR A
21 Cards _ ’ 5.1 Preparation . ] 2 .
2.2 Formats . 5.2 Choice -
: 5.3 Ewerging Occupations i
SKILL AREA 3 - COMPUTER OVERVIEW ‘, ,
3.1 Types - ; “ . *SKILL AREA 6 -~ PROGRAMMING CONCEPTS
3.2° Admnqt}ndvmugu ) 6.1 Procedures
3.3 mdwﬁ;e ’ - 642 Problem-Solving 'rechniquos , A
3.4 Software 6.3 Code o
3.5 Storage : . 6.4 Test ; ° /, . T
> 3.6 Numbering Systems ‘ 6.5 Documentation - o
3.7 Data Representation ‘
/253 S 254
IIG~-1




*SKILL AREA 7 ‘= PROGRAMMING LANGUAGE: BASIC

} v 7.1 language Structures and Stateménts

7.2 Systems Cosmands .
- 73 List 5

7.4 Calculations
7.5 PFunctions and Subroutines
7.6 - Single-Level Tables
7.7 Minor, Intexmediate, and FPinal Totals \
7.8 Disk Piles ' %

A

3

SKILL ARRA 8 -mmmvnumsnu.smmomms
8.1 PFuture iness Leaders of America
8.2 0O onal Skills
8.3 Hwman Relations Skills

8.4 Responsibility

-
Al

v

3

*Skill Areas 6 and 7 are recommended for the 36-week offering of Survey of Data Processing (6612).
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¢ SURVEY OF DATA PROCESSING (6611, 6612) W
" ‘“‘1{"““‘““'"".“”‘“"‘“"‘ "“"‘“‘“’?"'T“""‘“"“_ “““““ — T T
“ToP;caL Outline . ‘Enabling Competencies Terminal Competencies Ref.
S~ ‘4 ' A .
- ‘CAN THE STUDENT: CAN THE STUDENT:
]:.. WION . . /
1.1 Need'for Data | List demands for data that business| 1.1 entify a basic data need
) :and industry experience? f business and industry and
;' o of government? .
I.ist denands for data tha.t qovetn- '
ments experience? . . .
A o / : :
1.2 Basic Concepts ., °1.21 List the steps in the data
X - -} ' Jprocessing cycle and explain
A "rctmlogy . Define’ typica]. data processing each step?
. ’ terminology? ,/
o Cycie e ‘Identify the steps in the ‘data’ ’ *
) -, | processing cy ~
) 9 . i o ' ‘
. Methods - Ideptity the operations involved s e . _—1
P in each step of the data pro- A J /L/
= cessing cycde? , . :
. - ® & v r ‘ &
- Contrast manual, uchanical, punch- 2I:.?2.'\“T istinguish between manual,
« $ s Uled card; and electronic uthods of hanical, punched card, and. A
: ‘| processing data? - . el.ect:onic data processing
. L. syjtm?
i e .|Identify devices used fox namuny ' ‘ -
. ’ ¢ processing data? = . e R A -
Idontify devices used for mechani- A~
o N cany processin«j\dau? . » T
. : Ty ,|Identify components of elcct:onie p ) ’
L . ldata processing sy;tm? v ; " q
. ; B ;
25
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1 Ny SURVEY OF DATA PROCESSING (6611, 6612)
_“'-“’"“““““'“r‘.'?“""““—‘“—\ ______ r"‘—_"““‘"““—_—“—"‘“’“‘——_"_‘_—
Tepical Outline Enabling Competencies ' Terminal Competencies Ref .
CAN THE STUDENT: CAN THE STUDENT: "’
. . Describe functions of the come °
+| ponents? '
1.3 History~ R 1.31 Discuss five historical
! . B P events in the pre-computer
+ ' Pre-~computer era ; Dnc:ibe the historical hpottance era of data processing \
. of the abacus? N
. : /
Describe the ' : 'ftanco'of Pascal's s
. addi.ng RaC ? . .
Descr ce of St
. ihe the inportan e o , .

Jacquard®’s hoom? -

Describe the cont:ibutions ot )
Herman Hollerith? ) & .

Describe the com:ributions oﬁama
Powers?

Describe the conttibutions of

Charles Babbhge? . - -

Explain the siqniﬁcanco of ‘the
fouoving computer syst-s:

b

1.32 ° piscuss four historical
) developments in’'the computer

P ;rx:c . V era? \
. WIvVAC? | - . ; 33
- . - - |
! ] ; : % ) :
L
‘ \‘ - y - CO
) 259 ‘ ® ®
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CAN ‘'THE STUDENT:

5

Describe umique characteristics

and importance of each computer
generation?

Discuss thé current technological
advances in computer systems?

.

CAN THE STUDENT:

]
<

State purpose of corner cut, color
‘stripe, and solid color cards?

Identify numbers and location of
cQlumns, rows, and punching '
positions using the Hollerith code?
Identify edges and faces of cards?

Using blank cards and pencil, mark
digits 0 thru 9 on punched cards?

Using blank cards andhp:ncil, mark
letters A-Z on Punchod cards?

cards and pencil, mark
cters .on punched

Using b
special
cards?

3 ’

2,11 Identify card properties and
explain purpose of each?

2.12 Use Hollerith code to
correctly interpret an 80-

column punched card?

261
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SURVEY OF DATA PROCESSING (6611, 6612)

Topical Outline

1] . .
*Enabling Competrencies R

Terminal Competencies
14

Formats

Numeric fields

Alphabetic/alpha- -

numeric fields

‘Identify methods used to record

.| Read urk-:qn;ed cards?

‘|numeric fields?

CAN THE STUDENT:

Identify print, punch, zono, and
digit areas?

2

Identify the three 32-column tiers?

Read 96-column cards?

and read data on mark-sensed cards?

, .
Identify the format and use.of

Identify the format and use of
alphabetic/alphanmmeric fields? .

CAN THE STUDENT:

2,13 "Interpret a 96-coltnn punched
card?

2,14 Interpret a mark-sensed card?

EN

Interpret card formats
illustrating numeric, alpha-
betic, and alphanumeric
fields?

7’
~

COMPUTER OVERVIEW |
3.1 Types

/o .
Contrast analog and digital
computers?

Describe applications of digital
computers? .
e

~

Differentiate between uses of
digital and analog computers?

7

“
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Tcpical Qutline Enabling Competencies 75 Terminal Competencies Ref.
+—— : ;
CAN THE STUDENT: CAN.THE STUDENT:
“ | Describe applications of analog g
computers? ) ]
0 .
3.2 Advantages/ s Compare time required to process 3.2 Compare advantages and dis--
Disadvantages data using computers and other advantages of processing data
, types of data processing methods? by computer and by other
methods? . s
Compare space required to store
data by computer and by other data
processing methods?
I 4 List disadvantages of processing
data by computex? '
o / ' ’ ,
33 Bardware — "~~~ Dafine hardware? T T U TTUTUTR 3031 “Categorize a list of hardware
' . according to function?
B Identify computer input devices?
: ldentify computer storage devices?
) + | 1dentify computer output devices?
Identify the three parts of the 3.32 Explain the functions of the
central moeusing unit and explain central processing unit?
. thé“function of each?
3.) Software | Define software? - 3.41 Categorize a list of software
I ’ according to function? '
. ° |Describe functions of the eonputor ‘ '
opotatinq system? |
l H
| f |
T : ' oRE 167
& 265 J .
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Topical Outline Enabling Competencies Terminal Competencies Ref
CAN THE STUDENT: CAN THE STUDENT: !
. . -
. Describe functions of compilers, g:
" assemblers, and interpreters? Lt
Describe functions of utility
programs?
T Describe functions of application \
- programs? .
c e
/ -

3.5 Storage !

Describe how development of the
symbolic form of coding simplified
the programmer‘s work?

Describe COBOL, RPG, and BASIC
programning languages?

Define flowcharting?

Explain coq:l.ng as it relates to
the development of a program?

Define testing and debugging?

Explain the importance of
documentation?

Define types of primary storage?

iDefine types of secondary storage?

3.43

| 3.5

3.42 Differentiate between three

- types of high-level languages?| -

List in correct sequence the
steps performed by a pro-~
grammer in completing a pro-
grameing assignment?

Given a list of types of

storage, categorize as primary

[

or socondaty?

s

o
o
Qo

G
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Topical Outline Enabling Competenoies Terminal Competencies Ref.
<
' L. Q‘
CAN THE STUDENT: CAN THE STUDENT: '
/l 3.6 Numbering Systems Define binary, decimal, octal, and | 3.6 Distinguish among binary, N
N 1 hexadecimal numbering systems? " octal, decimal, and-hexa- .
. . decimal numbering systems?
Convert decimal\numbers to binary . .
numbers? .- .
. | ’
3.7 Representation A 3.7 1Interpret information - |, ~
. . presented in the format-of
Honex‘i code Convert human-readable data to the various computer data )
machine-readable data using the representation \systems? . .
‘| Hollerith code? ) T }
Binary coded decimal |Interpret the Binary Coded Decimal . ) -
. - (BCD) Repregentation? *
BBQDIC/ASCII Interpret the Extended Binary Coded® N ',
Decimal Interchange Code and ‘the o .
American Standard Code for Infor- .
mation Interchqnge data representa-
tim? *a
, Dt |
T - P \ Y
14, BUSINESS, SOCIETY, ~ =~
AND COMPUTERS . YN ‘
4.1 Users Identify major types of users of 4.1 List three major usera,qg‘
electronic data processing? N electronic data pr%essiné?f ‘ o
4.2 Applications Define a computer 1app].ic:at:ion? . . \. ] . ;
o - ) Y I '% ) L .
, o o . e *--“*{ \
; : . 1G-9
~ ‘ . 3 L]
Q : T 2 O >

»
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) o ) Topica!tl \Ogtlinc‘ Enabling Competencies Terminal Com}ietencies . -Rg{f -
: .. CAN -THE STUDENT: c/zm THE STUDENT: *
so° LY ] . { ?
e 1 Govermment Discuss major computerized 4,21 1dentify two computerized
e . . applications used by governments? applications in govermment?
a ""/\ B\'lq;lnus - Discuss the use‘'of computers in 4.22 1dentify four ccnputeiized ’
T . T management? - , applications in business?
» ".' : , - 2 £ - . ]
.. R List typical computerized . v
Pt , ! acéo unting‘ applicatipns? f
- . . . 1 3
) List” typical office systems that v
\ may be computerized? .
> - . ° N . ’\
S . List ltypic:&l uses of computers in
banks? R - - c L
M, Industxy Give examples of the usd of - 4.23 1dentify four computerized
) computers in the following . R applications in industry?
: ) industries:s ° . C ¢
- ‘petroleum .. e
: : .automotive - - -
R manufacturing . -
. reséarch? ) i
, P ‘
. : Consumer - List.consumer uses of computers 4.24  Identify two computerized
. o in or from-the home? applications in the home?
g 14.3 Social Issues List examples .of computer use in 4.31 Give an example of computey ,
i . the following areas:. . * use in each-area:
. enexrgy . : : energy. o
" ‘medicine i wedicine -
law enforesment

law enforcement - IS

AV
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4 Topical Outline Enabling Competencies Terminal Ccmpetencﬁues\' Ref.
' e i
CAN THE STUDENT: CAN THE STUDENT: )
retailing + retailing
. . education : education .
x transportation? transportation? T ,
‘ ‘ Explain cosimon misconceptions*and 4.32 Identify three .common mis- :
- " ® myths related to the conputer? conceptions and myths related W
- to the computer? - ¥
) » - Discnss\&‘e of computers and — o
. the Privacy Act of 1974?  ““~=~ [ 4,33 Por three Gase gituations, |
¢ . , describe violations of privacy,
Discuss computer crime and fraud? fraudulent or criminal uses R
* / TN of computers?
Discuss the impact increased use .
of cémputers will e on society? | 4.34 Give three ‘exanples of the
\ , , 1mpact computers nay have on..
0 society? . ‘
aares- ) - § # & X :
X . L 3 " . .
|S. CAREER EXPLORATION \
s & n " ‘ - ~ ~
5.1. Preparation - List entry-level'qualifications 5.11 List entry-level qualifi=-
1 - required for data processing . cations for data processing
. ~ employment? f ' . employmont? .. ,1,
- )] \ Identify sources of edpcatibn\for 5.12 List educational opportunities
*y data processing careers? for advanced study in data
. : Q\ . - ' _procusioq?
" 15.2 Choice List careers in data processing? 5,21 Match a list of job titles
. : vith job descriptions and
R ¥ 2 . " . entty-lcvel roqnirmnts?
! - . 4 :‘ . . a
. i ’ .27 4 I1G-11
) . ., T L
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. R
Enabling Competencies :

Terminal C~mpetencies

i

LAN THE STUDENT:

Match operations performed with
data processing job titles? \

Match job titles with entrir-l
requirements?.

Match’' individual abilities and
skills with cntry-level require-
nents?

’
!

con:trmt career ladders for data
processing jobs?

List examples of new computer
applications?

Idan career opportunities

ting from new computer
applicatiau? '

N

CAN THE STUDENT:

5.22 Construct a personal career
ladder fr:: ‘two positions?

J

-~

+

Give examples of new computer

a applicatiops that will pro-
vide future utee: opponm-
ities?

5.3

g

6. PROGRAMMING (
6.1 Procedures
‘ -
6.2 Problem-Solving 2"
Techniques

M g

.Duciibo ‘.ho steps for ptuparing a’

s
Y

. s
. t

program?

’D(o‘sctiboﬁhosupcucdod,ton&n

a problem?

4

ok

D.u'c_:ibo other problem-soly
'including alqo:itl.q.

6.1 Sequence the steps for

Pt‘Plf ing a program?-

6.2 wPreparoadotauodptogr-
flowchart of other logical
solution for a given set of

problem ‘specificatiqns?

~




. .

Topical Outline

*
SURVEY OF DATA PROCESSING (6611, 6612)

Enabling Competencies

Terminal Competencies

‘Co-pile or i.nterpret: a source

-
CAN THE STUDENT:

processing, output charts, and
pseudo-coding? -

Identify symbols and rul\: for
flowcharting?

Given job specification, I/0 record
layouts, and logifal solution
sheets, develop a logic sequance
for coding a program? .

Given logical solution sheets,
program specifications, data

record layouts, programming
reference manuals, and coding

sheets, code applications program?

Given a program with errors and
verified documentation, desk~check
and correct ptogtu syntax error (s |

Given program speciﬁ. tionh,

logical validity of a source progtq

prior to compilation or inter-
pretation?

CAN THE STUDENT:

6.3

6.4

Code from a logic sequence an

application program using a
high-level -computer language?

' Test the validity of an

-application program given
appropriate test data?

Iprogram?
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.Wpical Outline

A

Enabling Competencies

e

Terminal Comp,/e ten&iﬁ

_|prepare consgle operator's run

CAN THE STUDENT:

s

°

- - .
Correct syntax errors from a com—

Verify text output data with pro-
gram specifications.for compliance?

Given recotd{ layouts, :program logic,
-sequence, and program speciﬁca;:!.o
write a documentation narrative?

Complete in| t/o{xtput record layout
forms?

2
Given program requirements, related
systems flowchart, source program
listing, logic sequence forms, and
job control set-up specifications

sheets? -
Given program and operation

specifications, prepare a data
control instructional worksheet?

pilation or interpretation listing? |

SN
CAN THE STUDENT: <

o

6.5 ’ Document a program?

( A

iDesqtmibe the functions of common

-
. « !
t - % ’

'BASIC statements?

7.11 Explain functions of cosmonly
used BASIC statements?

~

280
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\ Topical Outline © Enabling Competencies Terminal Competencies Ref.
\ CAN THE STUDENT: CI\XN THE STUDENT:
N
e Identify correctly written BASIC 7.12 Identify correctly written '
statements? common BASIC statements? .
7.2, Systems Commands Use_systems commands at terminal? 7.2 Use {pproprhte‘!ysteﬂs '
. ’ w . ’ commands at a terminal?
7.3 List - e BasIC statements to code "1 7.3 Code and run a BASIC program
. programs to'input and list data on|’ - that will produce a listing?
& reports? . . S T - )
b 7.4 Calculatio Explain the hiererchy of opera- 7.4 Code and r\? BASIC progrm .
tiona? ' that will perform calcula-
tions on given data?
) List and define the arithmetic e -
T operators? - . -
. Use appropriate BASIC statements td _ I ’ :
. code programs to perform eddition, - }W ‘ .
! ) subtraction, uultiplication, and” J
J ’ | division? ’
7.5 Punctions and\\-— Distinguish between programmer- 7.51 Code and run a BASIC program
P Subroutines supplied and conputer-ggperated ' using one or more subroutines:
’ -»~f . functiona?
Pl < * .
. . Explain the functions of sub~ 7.52 Code and run a 'BASIC program
. . _ —_]-routines in programinq? using one oy more computer- ]
i - i generated fulctions? P
i i Use BASIC statements for writing : o i
: — subroutines? ' : . , E

Use oonputex-generated functions?

v
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7
Topical Outline

Enabling Competencies

8

C

Terminal Competencies '

7.6 Single-lével Tables

-

L d

lli;xor, Intermedjiate,)
and Final Totals

7.8 * Disk Files

—-——

1. Explain the logic of producing

,mediate, and final totals?

" Use BASIC statements -t6 read and

CAN THE STUDENT:
Identify the elementsa of an an@ﬁ

Explain tl;e use of a sinqle-level
tables?

a
>

Use BASIC.statements to code pro-

grams to produce single-level

tables? . .
/ .

Identify minor, intermediate, .and

final totals on a computer print-

out?.

minor, intermediate, and tinal
tot;ls? . - .

Use BASIC statements to code
programs to produce minor, inter-

bifferentiate betm;en random -
access and sequential ﬁles‘«/

Use BASIC statements to code pro-
grams to read and process data

-

fro- sequential disk files? .|

»

process data from.random access .
disk files?

*

CAN THE STUDENT:

7.6

Code and run a BASIC program
that will produce a single-
level table? -

Colde b‘;-d run a BASIC progfam
that will produce a re

with minor, in

and final totals?

&

-
<

Code and run a BASIC program
that will rgad and process
data from a sequential digk
file?

Code ‘and run a BASIC Jprogram

that will read ‘and process
data from a random access
d\isk file? !

Y
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Topical Outline

x

t P?rsonal Employability Competencies

‘8.4

7

8,

8.1

(P;Ature business Leader®
.. of America -

N
Responsibility

—

PERSONAL EMPLOYABILITY.
SKILLS AND KNOWLEDGES _

Organizational Skills

&
)
&

N

DOES

8.1

8.21

8,22

" 8,23

8,31

8.32

8.43

8.44

*

THE STUDENT:

Join and participate in local, reqior;al, and state activities
of the'Future Business Leaders of America?

Or;miu york materials for best use of etime?

Plan work efficiently to meet deadlines?

Maintain an uncluttered arga in and around desk? -
_Evaluate oé’h perfomancel realigi:icany? o . .

Work harmoniously with otheés on a group assignment?’
Demonstrate attitudes of yespect and cooperation with peers?

Acéept constructive criticism in a positive manner?

ibit self-control in contribnti:/xg to class discussions?

.Exhibit traits‘°which demonstrate responsibility including bringing
propex rials to Class, . productive use of time, and economic
use :of supp 1es?

Attend class regularly?

Arrive on time?

\ . R
‘Exhibit persistence, 9nd initiative in completing assignments?

B <
- . PR T

0
Ut

) : @ \
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S Personal Emplomg'ty’ Competencsies

DOES THE STUDENT: *

8.45 Pollow oral ‘;n& written instructions in fcouM assignments?

A%

8.46 Ideq'tity personal responsibilities within ,a group ass:
fon&g through to completion?

ent and




